Presented by PSERS' Employer Service Center, February/March 2018




O Learn how to access, navigate, and report your employees to PSERS using the ESS Browser
system

O ldentify new features available in ESS and how to use them

O Learn about Paperless Delivery



ESS is a browser-based system that will replace the Employer Web portal that is currently used
for PSERS reporting.




O The ESS Log in button will
be on the right-hand side
of the banner of the PSERS
website in the same
location as where you
access the Employer Web
currently.

O ESS works best with Google
Chrome, but will work with
other browsers.
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User names and passwords will be
converted if you have an
account. We will speak more on this later.

User accounts will need to be set up by
your Administrator after ESS goes live.

New: You will be required to change your
password every 120 days when prompted
by the system to ensure security.
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O The PSERS logo will appear at the

top left, while your log in A% PUBLI SCHOOL ENPLOVEES

iringfcégno’rion will appear at the top RE-"REMEN]- SYSTEM

If you only report for one school,
you be will defaulted directly to
your dashboard.

Select Employer

. BERKS COUNTY [U 14
If you report for multiple schools,

you will see them listed for you to
select which school you would
like to view. (This applies to
management companies or
schools where the payroll
contact serves multiple schools.)
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Your Dashboard
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O

O

PSERS logo and your school name will
appear on left side of the screen.

On the right side of your screen will be
your name (as the current logged in user)
and the blue help text icon.

Clicking on the silhouette will provide
options for you to change employers,
update your profile, and log out from the
system.

Change Employer

User Profile

Logout

(7,




ESS Knowledge Base

Expand All - Collapse Al

Article

ESS Admin Page

ESS Dashboard

ESS Manual New Hire Page 1
ESS Manual New Hire Page 3

ESS Dashboard

Your dashboard Is your “home” screen and
includes links and resources to help you navigate
quickly through the system. If you find that your
dashboard links are not working, please report
this to PSERS.

When generating Reports: Please allow pop-up
blocker to be ON. Your report will appear in the
bottom left of your screen as a download when
the report is finished running.

O Clicking the blue question mark help text
icon will allow you to find helpful
information about how to use ESS.

You can search for specific information,
or access the Arficle tabs down the left
column. The relevant information will
appear on the right.

Using help text may answer some of your
questions directly without the need to
reach out to PSERS in order to continue
your work reporting.




Profile

Account

Roster

Documents

Contacts

Admin

O ESS offers tabs across the
top of your screen to easily
move from one area to
another.

O Your Home tab will bring
you back to your
dashboard options. This
includes Quick Links, Web
Links, Employer News,
Forms and Employer Alerts.



Generate Report will let you run four (4) types
of reports.

Enroll an Employee will take you to the Roster
tab, specifically the Manual New Hire function.

Upload a New Payroll File will take you to the
Account tab.

Terminate a Current Employee will take you to
the Roster tab where you can create a new
contract for your member.

We'll touch on each of those sections in more
detail later in this training.

& Quick Links
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(Generate Report
Enroll an Employee
Upload a New Payroll File

Terminate a current Employee




©® \Web Links

B Employer Reference Manua
B PNC Cash Concentration
B  PSERS External Link ng Paolicy

O Web Links includes links to PSERS public
website to access the Employer
Reference Manual and to the PNC Cash
Concentration website.

O PSERS external Linking policy can also be
found here.



=) Employer News

O Employer News will give PSERS an
opportunity to communicate with you
through your dashboard for important
information.




Questionnaire to determine the applicant's eligil
Authorization Agreement for Res

Approved Leave of Absence - Empl

Charter School Employer Information

PSERS Employer Security Administrator Autho

L L Lt e T e — - ' —~

O PSERS most used forms can be found
here, listed by form name.

O These are the same forms that are
currently listed under the Employer tab of
the website. The forms will also continue
to be available through the public
website.
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O Employer Alerts will display

A E m p loye r A le rtS notices to you about your

Weli d(:IelelgilgleR

This may notify you of
delinqguent work reports (as

seen on the left) or that there
Comments are adjustments that you
Delinquent Work Report - One or more Work Reports overdue. have not ye’[ been Opproved
for your school.




Your main school address and contact information




Profile Tab

‘ P"B”c scl.mm EMP“]YE[S' G498 SVRT START CYBER S bl
Your Profile tab will display R["R[M[NISYSIEM o

your school’'s address and
general contact
iInformation as well as your Rl Profil Account Roster Documents Confacts Admin
PSERS reporting unit code

(Employer #) Employer fo

This tab will be in a read-
only format for you, so if

Demographics
your school relocates the
administrative office you Emp #: 046 Employer Name: SIART START CYBER (S
will need to noftify PSERS in

writing so this information Corespondence; 123 STRAWBERRY SQAURE Work Phone: (999) 555-9876 Ext
HARRISBURG PA 17101
can be updated.

Member-Provided Email:  krgoodling@pa.gov




Your Roster Tab is the work area for Member Demographic and Contract Record related
information for your employees.




Roster Tab

Home Profile Account Roster Documents Contacts Admin YOUI’ “rQS‘I'er” COﬂTQinS C]”
persons who have been

employed with your school

and reported to PSERS going

Roster

Billing Location: 3404 SMOKEY PINES 5D Upload File v File History

Search: Manual New Hire b ac |< TO ] 9 73 :

Contract Status: All YOUI’ BI”Iﬂg LOCC]TIOH ShOUld
auto-populate your school
name.

Tools SSN Iiember Start Date Stop Date Work Status .

Actions 171-50-6547 BECKMEYER, MELISSATEST .. 09/01/2017 ACTIVE - Acti... The Search box will allow you

Actions 199-34-3268 BLUE WILLIAMS, SAMANTHAH  11/09/2017 ACTMLC - Act. to search for a full or Pd rtial

Actions 199343268 BLUE WILLIAMS, SAMANTHAH 10012017 110812017 ACTIVE- Acti.. first or last name , or SSN.

Actions 174-60-6501 CHERUP, JANET L 1110912017 DECESD - De...

Actions 174-60-5501 CHERUP, JANET L 07012017 11082017 ACTIVE-Acti.. Member Demo grap hic and

Actins ~ 169-70-8856 CONNELLY, KRISTEN Q 111132017 EXCHGC - Ex... Contract Record update

Actions 169-70-8556 CONNELLY, KRISTEN Q 07012017 1122017 ACTIVE-Acti. actions will take P lace usin g

Actions 162-63-2406 GIBSON, KATHLEEN L 09/01/2017 ACTIVE - Acti... -I-h e R OS -I- er -I- q b



Upload File

Manual New Hire

File History

O The Upload File button arrow offers Contract Import or

Member Demographic Import options. This button will
walk you through the steps to import these types of
files.

The File History button serves as your work area and
approved reports area all in one. Once your file has
been imported info the system you will be able to see
the status of your file and the number of rows
imported. This screen will also show the number of
invalid or exception rows to be corrected.

NEW: The Manual New Hire button opens a 5-step
wizard to enter a new employee’s demographic
record and the initial contract record all at once.



Upload File File History

O Select the Upload File button. Use the
down arrow on this button to select

Member Demographic Import. Member Demographic Import

Contract Import




Importing a Member Demographic File

Upload Member Demographic Import

D) eroceseng O You will browse your computer files to
e -| locate the file you would like to
Import Filename: Browse... ~
Profile Import Description: D003404 I m p OrT .

No Parameters

The Import Description will auto-

3404 SMOKEY PINES S0 populate by showing “D003404"
which represents a Demographic file
for reporting unit code 3404.

You can change this description to be
more specific to include the month,

-3268 BLUE WILLIAMS, 54

968 BLUE WILLIAMS, S year, or reason for uploading this file.

Member

-5501 CHERUP, JANET L

When you successfully locate your file,
o Commti K click Next at the bofttom right of your
2406 GIBSON, KATHLEE! screen to move into the Processing

-2850 KETTERER, BRAD F

-2350 KETTERER, BRAD F p hose .

Cancel
-4589 ONDERDONK, KIME
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File selected will show in gray.

Import Description updated to the
entered description.

Click the Next button in the bottom
right corner. To cancel the
transaction, click the Cancel button
In the bottom left. This will return you
to the main Roster tab page.

A message stating “Processing
file....Please wait” will display on
your screen while processing.

| Upload Member Demographic Import

£

File Upload

Import Filename:

Import Description:

No Parameters

0003404 Jan 2018 Demo




O After the “Processing file...please wait”
message, the screen will show your file
results.

O You can view the details of your file using
the Details button in the boftom right
corner.

Upload Member Demographic Import

Processing

Hesults

The file has been submitted for processing

=-



ssing a Member Demographic File

o

l| Details

Save Cancel

File Type Member Demographic Import File Load Date 01/03/2018 ESS will ou’romo’ricolly pUT yOu into
j| e TR Edit mode to make corrections to
o Details your file.

Import Detll Status: 4 v| Beeptionfiter: A Y|  Diplay Rows: From O NEW: Header row errors will need
Toos  SeqNo . ImportMessage. Import Deta Siatus  Resubmit  Header to be fixed by employers. In the
Actions 1 Validated With Errors ¥ A003404000008010120181401 exomple, this file was Validated

with Errors. To continue, the
header row must be corrected.

| NewRow Validate Process | Void | Download

In this example, the Demographic

Tools SeqNo  Import Detail Status Resubmit Name 55N Last Name First Name ) A X .
* Flag file header line should begin with
Actions 2 Not Processed v 435010001 YELLOW JANE 0 T
| D" rather than A, and has
b Actions 3 Not Processed v 435010002 PINK JOHN
| Actions 4 Not Processed v 435010003 ORANGE SALLY Coused The error‘

| Actions 5 Not Processed v 435010004 GREEN CURTIS




Seq No

Validate

Import Message

Import Detail Status

Validated With Errors

Download

Resubmit
Flag

v

Header

0003404000008010120181401

Chapter 18 (File Formats) of the
Employer Reference Manuadl
explains the requirements for
properly formatted files, including
the header row details.

By correcting the header row 1o
start with “D", we are able to
click the Validate button to see if
the correct correction was made.

If the text appears to be
correct but an error still shows, it
may be caused by extra spaces
behind the text that need o be
cleared out.



Validating Your File €&

e Type Member Demographic Import File Load Date 01/03/2018
Import Description D003404 Jan 2018 Demo

Summary Details

Import Detail Status: Al v Exception Filter:

O Once The heOder IS CorreCTed Ond Tools SegNo  Import Message Import Detail Status Resubmit Header
validated, the Import Detail Status g

. 0 Validated Successful v 0003404000008010120181401
will change to Validated
Successful.

The rows on YOUI’ pl’eViOUS|y Validate | Process Void Download
Unprocessed flle WI” Nnow ShOW an Tools Seq No Import Detail Status Resubmit Name SSN Last Name

Import Detail Stafus showing which Flag

. . Acti Validated With E ti L YELLOW JANE 435010001 YELLOW
rows are Successful, Validated with S Fldated T Exceptions

. . . Actions Validated With Exceptions & PINK, JOHN 435010002 PINK
Excepftions, or Validated with Errors.

Actions Validated Successful L4 ORANGE. SA. .. 435010003 ORANGE

The Excepﬁon Fll-l-er can be Used -I-O Actions v Validated Successful v GREEN, CUR... 435010004 GREEN
show similar errors. You will need o

be in Edit mode to use the filter.

The Edit button is af the top left of

the screen.




File Load Date 01/03/2018
Impaort

Summary  Details

Import Detail Status: Exception Filter: v Display RowsFrom

Tools SeqNo  Import Message Import Detail Status Resubmit Header ) . e
— e & g : Flag WRN- Address will be standardized to postal specification

When in edit mode, use
the pull down arrow to see
Exception/Invalid errors
that need to be
corrected.

For the demographic file,
there is only one exception
(Warning) that the address
will be standardized to
postal specification.

Click on the exception you
would like to filter by.
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Exceptions and Errors

Import Detail Status: | A v Exception Filter: WRN- Address will be standardized to po ¥ O A” rows W|‘|‘h 'I'he
SeqNo  Import Message Import Detail Status Resubmit Header eXCGDTIOﬂ/IﬂVCﬂId error Choseﬂ

_ e will display below. This example
Validated Successful v D003404000008010120181401
shows 4 rows.

If there are many rows with this
e | Process) (_Vorl | | Bavinlead error, there will be additional

Import Detail Status Resubmit Name SSN Last Name First Name pages listed in the bottom left
Flag

Actions Validated With Exceptions ¢ YELLOW, JANE 435010001 YELLOW JANE Of your screen.

Actions Validated With Exceptions # PINK, JOHN 435010002 PINK JOHN

In the bottom right of your
screen you may change the
number of records visible per
page. The default value for this
page is 15 records.

Actions Validated With Exceptions & BLUE, DEB 435010007 BLUE DEB
Actions 9 Validated With Exceptions ¢ BLACK, LINDA 435010008 BLACK LINDA
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New Row  Validate | Process Void Download
ools Last Name First Name  Mid... Suffix Birth Date Care Of Apartment  Street City State Zip Country

Actions YELLOW JANE 10101980 42 MARKET STREET HARRISBURG Pennsylvania 17101  UNITED STAT...
Actions PINK JOHN 09151972 31 SPOONER STREET HARRISBURG Pennsylvania 17101 UNITED STAT...
Actions BLUE DEB 11121993 1 MAIN STREET HARRISBURG Pennsylvania 17101 UNITED STAT ..
Actions BLACK LINDA 10031973 2 NORTH STREET HARRISBURG Pennsylvania 17101 UNITED STAT ...

O The address will be standardized by US Postal Service guidelines. In some cases, the system may
prompt for the last four digits of the zip code also. Other errors may include incorrect birthdates,
or perhaps information that ended up in an incorrect field that does not pass the system
validations.

From left to right, each row will contain all details of a member’'s demographic record that was
submitted on the file. Noft visible on this screen shot, the row also shows the phone numbers and
email contact information that was entered on the demographic file.




When in edit mode, you can click inside the incorrect
field and enter changes directly into the row. “Market

Street” was edited to show upper and lower case letters.

When finished, click Save at the top left. You may save
in between each change, or after all changes have
been made.

If you choose to save after each record, you will need
to click the Edit button to make the next change.

Click Validate for the system to review the file again.
Only exceptions/errors not fixed should remain after the
file is re-validated.

42 Market Street

31 SPOONER STREET

HARRISBURG

HARRISBURG



O Use the Close button at the top left
when changes are complete for
your file.

O This will default you to the File
History screen.

O Using the Actions button at the
beginning of the transaction row,
select Process after your file has
been Validated a final time.

Actions 400652 Validated

Validate
Details

Process

Void

Download

01/0372018

Member Dem...

0003404 Jan ...

Validated with Exceptions




File History

Close
Report Type: Date Range: 11/06/2017 9 To: 01/05/2018

Status:

Tools Import Header Id  Process Flag Inserted Date Report Type Import Status File Load Start File Process Duration
Description

O When the Process action is clicked, ESS will begin to process the file. The Process Flag will go
through a series of messages while this is happening: “Queued Processing,” then “Processing,”
and finally “Completed”.

O The Status of the Demographic file imported is now “Processed with Exceptions”, due to the
standardization exception from earlier.




lows Imported  Rows Processed Valid Rows Invalid Rows Exception Rows Rows Added Rows Deleted Inserted By Comments

o O

0 0 8 ] KRGOODLING m

4 KRGOODLING  m

The File History page serves as the work area and approved reports area.

On the last slide the status of the demographic file was visible. Further to the right, details about the
rows imported and processed as well as any valid, invalid or exception rows will be listed.

The dark blue row shows that the demographic file was processed with 8 rows, 4 of which were
valid, 4 of which were processed with an exception.

Rows added to and deleted from the file will also be visible from this screen.



A NEW feature that allows manual entry of the demographic record and
contract record within one function for newly hired employees.
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If you manually enter your new hires rather
than using file imports, you will use the
Manual New Hire button.

o 1 Person Info
This 5-step feature should be used for new -
employees as it combines the demo and

contract information in one process. ity i

Add Member

For step one, mandatory information fields s
have ared bar down the right side. This -
part of the wizard looks to see if this person
has been an employee for your school in
the past.

Last Name:

Date of Birth:

After mandatory information is entered,
click the Search button (not in screen
shot) at the bottom right of the screen.




SSN can be entered with or without
dashes.

First and last name should be entered,
but Date of Birth is not required.

To be found, this employee’s information
must be an exact match to the
information already in the system.

PSERS suggests using all CAPS when
entering the first and last name when
using the manual demo process.

Add Member

Mandatory Fields

SSN:

First Name:

Last Mame:

Date of Birth:

174-60-5501

Janet

Cherup
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If the demo information entered is nof an
exact match, ESS will tell you.

For this example, the SSN matches, but
the name (first or last) may be spelled
incorrectly.

ESS will not let you confinue with the
information as is. Your options are to
cancel the tfransaction or select the back
button to fix your information. These
buttons will be visible at the bottom of
your screen.

Entered Fields

SSN:

First Name:

Last Mame:

55N Matched but not other criteria




O Re-enter demographic information and
use the Search button at the bottom right
of your screen.

Mandatory Fields

SSN: 150-45-2948

First Name: Carrie

Last Mame: Martin

Date of Birth:




Entered Fields

SSN:

First Name:

Last Name:

This member is not found.
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This time, our new employee did not
match any existing member in ESS.

At the bottom of your screen you
will have buttons available to
Cancel the transaction, go Back
and re-enter information in Step

1 (Person Info), or click the New
Member button to proceed to Step
3 - Member Demographics.




Step 3-Member Demographics

o Person Info 0 Validate Individuals o Process Employer Enrollment 9 Confirmation
Step 3 prompts you to enter all

demographic information

. Demagraphics
about the member. This .
includes their name, e 15045298
Residence Address, Date of rrstNae
Birth, Gender, Employer— Middle Name: Date of Birth: mm/dd/yyyy

Provided EmC“l . Phone d nd FCIX Last Name: Martin Gender:
Num b ers. Suffix: Employer-Provided Email:

Mandatory fields show the red
bar and are auto-populated
from our prior steps, but it is
preferable to capture all
information possible at this MemberProced Enal
time. Far

Residence: V4 Day Phone:

Evening Phone:

Qther Phone:




New Residence Address

oK Cancel
O Click inside the Residence box to enter oy ONITED STATES OF AN
the address. - — |
O Once open, ESS will auto-populate the Street:
county and the effective date (current Apt./Suite:
d a Te) 0 Care Of:
O Enfer the zip code. The City and State will Ciy: HARRISBURG
auto-populate based on the zip code State: Pennsylvania
you enter. County: DAUPHIN

Effective Date: 12/29/2017
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New Residence Address

OK Cancel
O You no longer need to spell out the last S NTTED STATES OF AN~
word of the address (Ex: Street, Avenue, — ‘
Drive, etc) v - -
Street: 5 Morth 5th Street
O ESS is designed to shorten only the last Apt./Suite #:
word according to US Postal guidelines. Care OF-
O After street address is entered, click the City: HARRISBURG
OK bUTTOI’] OT The TOp |efT Of The NeW State: Pennsylvania

Residence Address Box. County: DAUPHIN

Effective Date: 12/29/2017




Finish Demographic Info

Finish entering demographic info.
o Person Info o Validate Individuals o Pracess Emplayer Enrollment e Confirmation g g p

Date of Birth will require 8 numbers
(MM/DD/YYYY) but does not require

D hi :
R slashes when entering.
Prefix: 150-45-2048 . .
| - is a field
First Name: Carrie .
where you can enter an email
Middle Name: Date of Birth; 01/01/1960 K qQ d d ress for yo ur em p | Oye e. T h |S
Last Name: Martin Gender: Female v does not need to be their school
Suffix: Employer-Provided Email:  carriemartin@nodomain.co emal l a d d ress.
Residence: 5 NORTH 5TH ST 7 DayPhone  (717)898-900 0 Bt is not a field
esidence: SRTHSTHST ay Phore: (717) 899-900¢ ot that can be saved by employers.
Evening Phone: (717) 339-4400 Ext: 174 This should be entered by the
Otter Phone: T Vi member through the Member Self-
Member-Provided Email: I service ( MSS ) o fem.
Fa Click Next at the bottom right of

your screen to continue.



Step 4-Process Employer Enroliment

Add Member

9 Person Info 9 Validate Individuals 9 Member Demographics 9 Confirmation
Step 4 guides you through creating the

employee’s initial contract record.

. .o . First Name: Carri Last Name: Marti SSN: 150-45-2948  Birth Date: 01/01/1960
Job Titles are specific to titles your etiame: bafe - Sastame: e i

school has used for employees in the
past. This list is organized
alphabetically. Select a title from this

list. Job Tite: CAFETERIA WORKER Employment Type: Part-Time

Mandatory fields are marked with the RS fay s AT ooy

=a e Start Date 12/29/2017 : End Date: mm/dd/yyyy

Fields such as the End Date, BOC Flag, [l | et i
Service Flag, and BOC Svc Report Voting Status: Non-Certfed Contac s Flgbk ’

date are not needed when creafting a &G Sernvice Flag: v
new ACTIVE contract.

BOC Svc Rpt: mmy/dd/yyyy




Step 4-Process Employer Enrolilment cont.

AE . Add Member
Carrie is a PT/Hourly Cafeteria worker.
Her PT expec’red units are e.n.’rered as 10 o Person Info e Validate Individuals 9 Member Demographics 9 Confirmation
months/1100 hours. Her position does not
require certification from the

Department of Education, so her Voting FirstName: Carie ~ LastName: Marin ~ SSN: 190452048 Birth Dt 0110111360
Status is Non-Certified.

NEW: Contract Status is a new field that

needs to be entered by employers.
Job Title: CAFETERIA WORKER Employment Type: Part-Time

Wage Type: Hourly Work Status: ACTIVE - Actively Working

A waiver would |-

require the “Pending Waiver” contract
status instead.

12/29/2017 ' End Date: mm/dd/yyyy
Expected Months: Z Expected Units:

Voting Status: Non-Certified Contract Status: Eligible

Click the Next button at the bottom right
of your screen to contfinue to the final
S'I'ep Of 'I'he proce SS. BOC Svc Rpt rnn‘n"dd,."";.-f".";.-"y

BOC Flag: Service Flag:




Step 5: Confirmation

Add Member

o Person Info e Validate Individuals 9 Member Demagraphics Q Process Employer Enrollment 5  Confirmation

Carefully review your
Individual Information Employment Information

employee’'s demographic
and contract information SN 15045248 Job Tite: CAFETERIAWORKER
for errors or typos before
clicking the confirm

button in the bottom righ’r Date of Birth: 01/01/1960 Wage Type: Hourly

corner. Last Name: Martin Work Status: ACTIVE - Actively Working

First Name; Carrie Employment Type: Part-Time

Once confirmed, your Gender Female Start Date: 12292017
employee can be
reported on the next work
history report.

Employer-Provided Email:  carriemartin@nodomain.com Expected Months:

Day Phone: 717) 899-9009 Expected Units:

Evening Phone: 717) 339-4400

Residence: 5NORTH 5TH ST
HARRISBURG PA 17101 Contract Status: Eligible

(
(

Voting Status: Non-Certified




After confirmation....

Back Name:

Member Info

Change
Demographics
Prefix:

First Name:
Middle Name:
Last Name:

Suffix:

Residence:

MARTIN, CARRIE

CARRIE

MARTIN

5 NORTH 5TH ST
HARRISBURG PA 17101

01/01/1960

SSN:
PSERS ID:
Date of Birth:

Gender:

Employer-Provided Email:

Day Phone:

Evening Phone:

150-45-2948

150-45-2948
6115954
01/01/1960
Female

cariemartin@nodomain cor

(717) 8999009 Ext:

(717) 339-4400 Ext:

After the Confirm button is
clicked, ESS will show a
message stating “Enrolling”
while it processes your
request.

If any changes need o be
made, you may use the
Change button in the top left
corner.

Use the Back button on the
blue banner to return to the
main Roster page.



Roster Documents Contacts

O From Roster tab, use the Upload File
button and select the pull down arrow

Confract Import option. Upload File

Contract Import

Member Demographic Import




Importing a Contract Record File

Upload Contract Import

IREMH i You will browse your computer files

Profile Import Filename: Browse... TO |OCOTe The ﬁle yOU WOUld |i|<e TO
Import Description: Co03404 i m p O rT .

Mo Parameters

The Import Description will auto-
populate by showing “C003404"
which represents a Contract Record
file for reporting unit code 3404.

Uploading a Contract Record File

You can change this description to
be more specific to include the
month, year, or reason for
uploading this file.

oH When you successfully locate your

i file, click Next at the bottom right of
your screen to move into the
Processing phase.

10-4589 ONIL

Cancel



File selected will show in gray.

Import Description updated to my
preference.

To cancel the transaction, click the
Cancel button in the boftom left. This
will return you to the main Roster tab

page.

To proceed, click the Next button in
the bottom right corner. A message
stating “Processing file....Please wait”
will display on your screen while
processing.

Upload Contract Import

File Upload

Import Filename:

Import Description:

Mo Parameters

C003404 Jan 2018 Contract Update




After the “Processing file...please wait”
message, the screen will show your file
results.

You can view the details of your file using
the Details button in the boftom right
corner, which we used for the
Demographic File.

If you click the Close button in the bottom
left, you can also use the File History
button on the Roster page to view your
file details.

Upload Contract Import

Results

The file has been submitted for processing.
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File History
Close
| Report Type: v Date Range: 11/05/2017 4 To: 01/04/2018
Status: e
I Tools Import Header Id  Process Flag Inserted Date Report Type Import Status File Load Start  File Process Duration Rows Imported  Rows Processed
' Description Start
Actions 400655 Ready 01/04/2018 Contract Import  CO03404 Jan ... Validated with ... 01/04/2018 8 0
Actions 400652 Validated 01/03/2018 Member Dem... D003404 Jan ... Validated with ... 01/03/2018 01/04/2018 5 sec 8 )

O The File History button serves as your work area and approved reports area. You can sort by
Report Type, Date Range, or report Status.

O You can see the Demographic file that was validated earlier and the Confract Import that was
just processed.

O To get to the Details of our Contract Import, you will use the Action button at the beginning of
that row.




Click the Actions button for the Contract
Import File.

From the Actions button, you can
Validate the file, view the Details where
you can view/correct errors, Process the
file, Void the file, or Download the file.

First, we need to Validate the file.

As the validation occurs, the Process Flag
will read “Queued Validation”.

After the file is Validated, the status will
change and the duration will populate.

Tools Import Header Id  Process Flag

Actions 400655 Ready

Validate 00652 Validated
Details

Frocess

Woid

Download

Inserted Date

01/04/2018

Report Type

Confract Import

Member Dem...
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File History
Close
Report Type: v Date Range: 11/06/2017 4To: 01/05/2018

Status: v

Tools Import Header Id Process Flag Inserted Date Report Type Import Status File Load Start  File Process Duration Rows Imparted
Description Start

Actions 400655 Validated 01/04/2018 Contract Import  C003404 Jan ... Validated with Errors 01/04/2018 01/05/2018 3 sec
Actions 400652 Completed 01/03/2018 Member Dem... DO003404 Jan ... Processed with Exceptions 01/03/2018 01/05/2018 11 sec

O The Contract Import file shows a Process Flag of Validated and a Status of “Validated with
Errors” meaning there are rows that need to be corrected before processing the file.
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File History

Close

Report Type: v Date Range: 11/06/2017 4 To: 01/05/2018

Status: v

Tools 1 Start File Process Duration Rows Imported  Rows Processed Valid Rows Invalid Rows Exception Rows Rows Added Rows Deleted Inserted By
Start

Actions 18 01/05/2018 3 sec § 1 KRGOODLING

O The Contract Import imported 8 rows but only 6 rows are Valid. The file history screen shows

that there is 1 Invalid row and 1 Exception row that should be corrected before the file is
processed.

O To view the details of the file, use the Actions button at the start of the row.




File History

Close
Report Type:

Status:

Tools Import Header Id  Process Flag

Actions 400655 Validated

Validate 400652 Completed
Details

Process
Void

Download

Inserted Date

01/04/2018
01/03/2018

y N

Date Range:

Report Type

Contract Import

Member Dem...

ot

wwww

Click Details fo view the fransaction
rows and to use the exception filter to

correct errors for the Contract Import
file.




File Type Contract Import File Load Date 01/04/2018
Import Description C003404 Jan 2018 Contract Update

mary Details

t Detail Status: v Exception Filter: v | Display Rows: A

Seq N Import M Import Detail Stat Resubmit Head
QR0 | mport Wessage | mport LUetall S1atis ngu m sadet ERR- Date of birth does not match existing record

Validated Successful ¥ c003404000 VRNV, Expected units should be 900-2600

Use the Exception Filter arrow to show exceptions for the contract import file.

There are two listed; an "ERROR-Date of birth does not match existing record” and a “WARNING-
Expected units should be 9200-2600."

Invalid records will display as an ERROR (ERR).
Exception records will display as a WARNING (WRN).

If there were a longer list, you would use the scroll bar on the right side of the drop down menu to view
all invalid/exception errors.




A 4
Import Detail Status: A v Exception Filter: ERR- Date of birth does not match existi| Display Rows: From To:
Tools Seq MNa  Import Message Import Detail Status Resubmit Header
Flag
Actions 1 Validated Successful v C003404000008010120181401
Mew Row | Validate | Process Void Download
Tools Seq No  Import Detail Status Resubmit MName SSN Last Name First Name Birth Date b Title Employment ... Wage Type
Flag
Actions 9 “alidated With Errors v 435010008 BLACK LINDA 10032003 ACHER Full-Time Salaried

The ESS system validations found that there was an error with the Birth Date for Linda Black.

If the incorrect Birth Date was a typographical error, please correct within the fransaction row.

This member’s Birth Date should be corrected to show 10/03/1973 instead. While in edit mode,
click inside the Birth Date field to correct the year to show 1973. Then click the Save button at the
top left. Click the Edit button to move to the next correction.




y .

Validate | Process Void Download

Last Name FirstName  BirthDate  Job Title Employment .. Wage Type  Work Status StartDate  EndDate Expected Months  Expected Units

YELLOW JANE 10101980 TEACHER Full-Time Hourly ACTIVE - Acti... 01012018 2 180

O Jane Yellow was found as an exception due to questionable expected units. As a Full-Time Hourly
employee, her expected units should be between 900 and 2600 hours.

O Instead, the contract record imported shows she is expected to work 12 months for 180 days.

O By clicking inside the Expected Units field, you can change the number of hours she is expected to
work to show 2080 hours.



Details

Save Cancel

File Type Contract Import
Import Description C003404 Jan 2018 Contract Update

Summary Details

Import Detail Status:

Tools Seq No Import Message Import Detail S53Us

Actions dated Successful

Process “oid Download

Import Detail Status Resubmuit

Flag
“alidated With Exceptions [+
Actions “alidated Successful v
Actions “alidated Successful v

Actions v Validated Successful v

o o

\ J::.-
O 1

~N N

e again

O Click the Validate button located on the

left side of your screen about halfway
done the page.

(0]

O Close the Details page at the top left

after corrections have been made. This
will return you to the File History page
when you can select the Actions button,
and Validate from there.
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File History

Close

Report Type: v Date. iu';.ic 11/06/2017 4 To: 01/05/2018

Status: v

Tools Import Header Id  Process Flag Inserted Date Report Type Import Status File Load Start File Process Duration Rows Impaorted
Description Start

Actions 400655 Validated 01/04/2018 Contract Import  C003404 Jan ... Validated Successfully 01/04/2018 01/05/2018 4 sec

O From the File History screen you can see that the Process Flag now shows the Contract Import
file as Validated and the Status displays as “Validated Successfully” meaning that the
exceptions and invalids were successfully corrected.




File History
Close

Report Type: v Date Range: 11/06/2017 4 To: 01/05/2018

b

Tools oad Start File Process Duration Rows Imported  Rows Processed Valid Rows Invalid Rows Exception Rows Rows Added Rows Deleted Inserted By Comments
Start

01/05/2018 4 sec ) 0 KRGOODLING m

O Scrolling to the right of your screen, the dark blue row represents our Contract Import
line that was just Validated Successfully.

O The Contract Import has imported 8 rows, processed 8 rows, and now shows 8 Valid
rows, with no Invalid or Exception Rows.




File History

Close

Report Type: Date Range:

O Scroll back to the left
and click the Actions
button at the start of Tools Import Header |d Process Flag Inserted Date Report Type

the Contract Import
row Actions 400655 WValidated 01/04/2018 Contract Import

Status:

Validate 400652 Completed 01/03/2018 Member Dem. ..

O Select Process. Details
Process
Yoid

Download
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File History
Close
Report Type: v Date Range: 11/06/2017

Status: v

Tools Import Header Id Praocess Flag Inserted Date Report Type Import
Description

Actions 400655 Completed 01/04/2018 Contract Import = C003404 Jan ...
Actions 400652 Completed 01/03/2018 Member Dem... D003404 Jan ..

01/05/2018

Status File Load Start

Processed Successfully 01/04/2018
Processed with Exceptions 01/03/2012

File Process Duration Rows Imported  Rg
Start

01/05/2018 2 sec
01/05/2018 11 sec

O Once processed, the Process Flag with show as Completed and the Status will show as Processed
Successfully for the Contract Import File for January.

O Click the Close button at the top left of the screen to return to the Roster page.




Your guide to finding current and past employees that have worked for your school.




O To search for an employee, enter FE— e — E—
the first and/or last name, or social
security number in the Search box.

Member John Pink was newly Billing Location: 3404 SMOKEY PINES SD

added 0 he roste. Efering

“Pink, John" in the search box will — - -

bring up any employees with this
name.

SSN Member Start Date Stop Date Work Status
435-01-0002 PINK, JOHN 01/01/2018 ACTIVE - Actively Warking

To search with a full name, the last
name must be entered first,
followed by a comma, then the
first name.
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Searching a Pa

|
|
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1rtial Name

Billing Location: 3404 SMOKEY PINES 5D

Search: Blue

If only “Blue” is entered in
the Search Box, any
employee with BLUE within
their name will be found in
the search.

Contract Status: All

Member Start Date Stop Date Wark Status
199-34-3268 BLUE WILLIAMS, SAMA__ 11/09/2017 ACTMLG - Activated Militar...
199-34-3268 BLUE WILLIAMS, SAMA__ 10/01/2017 11/08/2017  ACTIVE - Actively Working This search found four

215-42-5142 BLUE, BILL BOB 10/01/2017 ACTIVE - Actively Working members.

435-01-0007 BLUE, DEB 01/01/2018 ACTIVE - Actively Working
178-52-2220 BLUE, WANDA 09/01/2017 ACTIVE - Actively Working
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O Any conftracts from your Billing Location: 3404 SMOKEY PINES SD
school associated with the
employee you are
searching for will be found Contract Status: Al
In your search.

Search: Onderdonk

Open contract records will
not have a Si'Op date. ( Member Start Date StopDate  Work Status

When a new contract is i 161-40-4589 ONDERDONK, KIVBERL. . 10101/2017 WKCMPN - Worker's Com. .
created, the previous

open contract should
close without a gap in
daftes.

161-40-4589 ONDERDONK, KIMBERL... 04/01/2018 04/01/2018  ACTIVE - Actively Working
161-40-4589 ONDERDONK, KIMBERL... 09/01/2017 09/30/2017  ACTIVE - Actively Working




=

rtial SSN search

a

Billing Location: 3404 SMOKEY PINES 5D
Search: 435

Contract Status: All

O Searches can be done
for pOrﬂOl informOTion Tools Member Start Date Stop Date Waork Status
also. For example, “435" Actions 5-01-0008 BLACK. LINDA 01/01/2018 ACTIVE - Actively Working
will find any members Actions 5-01-0007 BLUE, DEB 01/01/2018 ACTIVE - Actively Working
whose SSN begin with Actions 5-01-0004 GREEN, CURTIS 01/01/2018 ACTIVE - Actively Working

those three digi’rs. Actions 5-01-0003 ORANGE, SALLY 01/01/2018 ACTIVE - Actively Working

Actions 5-01-00 PINK, JOHN 01/01/2018 ACTIVE - Actively Working
Actions 5-01-00 PURFLE, FRANK 01/01/2018 ACTIVE - Actively Working
Actions 5-01-0006 RED, BARBARA 01/01/2018 ACTIVE - Actively Working
Actions 5-01-0001 YELLOW, JANE 01/01/2018 ACTIVE - Actively Working




Using the Tools button on your Roster tab
Billing Location: 3404 SMOKEY PINES SD you can Export your Roster. When the blue

arrow is clicked, you can select a PDF, XLS or
Search: 435 SCV file containing your roster details.

Contract Status: All Modify does not have employer functionally
currently.

View allows you to see roster contract
information in a different format.

— S sl At the right of each column header is a pull
« Export - |E2 PDF down arrow giving options for how the roster
B Modify @ XLS can be sorted. Revert Settings will bring this

screen back to the standard format.

[F] View
Advanced Sort gives you the option to

5 Revert Settings .
g 03 ORANGE, SALLY reorganize the order of your columns.
&} Advanced Sort 02 PINK. JOHN




View Row Tool

When View is selected, the View Row
Tool will appear. This starts with the
person at the top of your roster and
allows you to use the left/right arrows
to read through member contracts.

The Roster will highlight the record
being viewed in blue behind the
View Row Tool screen. Example:
Curtis Green

The OK or Cancel buttons atf the
bottom of that screen will close this
function.

Roster

Billing Location:

Search:

Contract Status:

3404 SMOKEY PINES SD

435

Tools S5SN Member

Actions
Actions
Actions
Actions
Actions
Actions
Actions

Actions

435-01-0008 BLACK, LINDA
435-01-0007 BLUE, DEB
435-01-0004 GREEN, CURTIS
435-01-0003 ORANGE, SALLY
435-01-0002 PINK, JOHN
435-01-0005 PURPLE, FRANK
435-01-0006 RED, BARBARA
435-01-0001 YELLOW, JANE

View Row Tool

- Name

~ 55N

Member

© Start Date

 Stop Date

Work Status

Walue
435-01-0004
GREEN, CURTIS
01/01/2018

ACTIVE - Actively Working

Cancel




Column s

435-01-0008
435-01-0007
435-01-0004
435-01-0003
435-01-0002
435-01-0005
435-01-0006
435-01-0001

Member

BLACK, LINDA
BLUE, DEB
GREEN, CURTIS
ORANGE, SALLY
PINK, JOHN
PURPLE, FRANK
RED, BARBARA
YELLOW, JANE

0

)

rfin

¥ Start Date Stop Date
7} Sort Ascending
%] Sort Descending

| Columns

01/01/2018

01/01/2018

01/01/2018

01/01/2018

01/01/2018

Work Status

ACTIVE - Actively Working
ACTIVE - Actively Working
SSN rely Working
Member fely Working
Start Date  fely Working

Stop Date rely Working

Work Status [ /N9
ACTIVE - Actively Working

O Each column can be sorted

Alphabetically Ascending or
Descending and columns can be
turned on or off per preference
using the checkboxes.

Example-Member Column. The
down arrow shows your options for

sorting.

If you sort and realize you would
like to go back to the standard
format, Revert Settings is available
using the Tools button at the left of
the column headers.




The Actions button provides options for updating member records manually.




Member
435-01-0008 BLACK, LINDA
435-01-0007 BLUE, DEB
Actions 435-01-0004 GREEN, CURTIS
Add Member Contract E, SALLY

View/Edit Contract Record IHN

View/Edit Demographic Info = Frank

435-01-0006 RED, BARBARA

Start Date Stop Date
01/01/2018
01/01/2018
01/01/2018
01/01/2018
01/01/2018
01/01/2018

01/01/2018

Work ¢

CTIV

Jﬂl I::

CTIV

Al
ACTIV
ACTIV
ACTIV
CTIV

Jﬂl I::

CTIV

Jﬂl I::

O Roster Actions include:

O Adding a member contract
manually for an existing
employee

O View/Edit Contract Record
O View/Edit Demographic Info



View/Edit Member Contract

<

Member Contract
O You may want to view a Change
member’s confract to be
sure of wage type and
expected units before
creating a new member \ame:
contract. Member Contract

Job Title: TEACHER Employment Type: Part-Time |V

Employer: Billing Entity:
55N:

The Change button in

The Top |eﬂ- Wl” O”OW YOU Wage Type: Hourly Work Status: ACTIVE - Actively W0|'|<|V
to make edits to the Start Date: 01/01/2018 3 End Date: nm/dd/yyyy G
current contract record. Expected Months: Expected Units: 1,100
When completed, click
the OK bufton in the
bottom right corner.

Voting Status: Non-Certified Contract Status: Eligible v
BOC Flag: Service Flag: v

BOC Svc Rpt:
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Add Member Contract

Contract: 3404 SMOKEY PIM

Cance Continue
S5N Member

435-01-0008 BLACK, LINDA TEST - SNYDER

435-01-0007 BLUE, DEB

435-01-0004 GREEN, CURTIS 01/01/2018 ACTIVE - Acti...
435-01-0003 ORANGE, SALLY 01/01/2018 ACTIVE - Acti...

A435_001-000

O The Add Member Contract function will allow you to create new contracts manually for
your members.

O When you click the Add Member Contract option, a dialogue box will appear populating
your school name. Click Continue.

O In the background, you will see that the fransaction row for Green, Curtis is highlighted as
the member you are generating a new contract for.



The member confract screen
populates the name of the school Member Contract
and the member’'s name and SSN in L o
the blue banner. Emplovyer: Billing Entity:
SSN:

Using the tab button will allow you to
move from field to field or you may

use your mouse to navigate. Member Contract

Name:

You will not need to enter an end Job Tite: CUSTODIAN Employment Type: FullTime M

date when Cre(]’ring a new record. Wage Type: Hourly Work Status: ACTIVE - Actively Work ‘ v

Contract status will be Eligible for Start Date: - End Date:

most contracts. Expected Months: Expected Units:

A Termination record is the only Voting Status: Non-Certified Contract Status: Eligible
contract that requires BOC Flag,
Service Flag and BOC Service

Report date. BOC Sve Rpt:

Click Save when completed.

BOC Flag: Service Flag:




New Coniract Confirmation

Member Contract

F:gr:gmr?dh;nlgﬁt:vtlgdr;g :E;?Lr:?il:?gﬂg Confirm, | am ~s.-|eE:‘[rm_'uiu:-.zllI'_.,r signling 1his_ docu ment,l with the same legal force a[wd gfr'ec:t as a hand- ReVieW new CoO HTI’O CT
Fonducttis transacton by elecironic means, | hereby ropresent that have the legl authoriy (o oter mo this ransaction. | heraby represent information entered. If all
diclamers that are partof 1 i | agres andacknowiedge that s ransaciion s o efective unless and unti PSERS has confrmed i details appear correctly, click
e o neniy oy o o the Confirm button at the
bottom right.

Employer: 3404-SMOKEY PINES SD Billing Entity: 3404 SMOKEY PINES SD

SSN: 435.01-0004 If there is a detail you would
Name: GREEN, CURTIS like to change, click the Back
Member Contract bufton at the boftom of the
Job Title: CUSTODIAN Employment Type: Full-Time: ‘ v p a g c.

Wage Type: Hourly Work Status: ACTIVE - Actively Work ‘ v Or, |f y ou re CI”Z e .I.hls CO rTIT q C.I.
Start Date: 02/04/2018 End Date: mm/dd/yyyy WAS Creo-l- ed in error y oum Oy
Expected Months: | Expected Units: 2,08¢ click Cancel in the bottom
Voting Status: Non-Certified Contract Status: Eligible |eﬂ' to cancel the new

BOC Flag: Service Flag: contract.

BOC Svc Rpt: mm/dd/yyyy




435-01-0004 GREEN, CURTIS 02/04/2018 ACTIVE - Acti....
435-01-0004 GREEN, CURTIS )1/ ACTIVE - Acti...

435-01-0003 ORANGE, SALLY ACTIVE - Acti...

O After clicking Confirm, a new row will appear for that member in
your roster tab.

O The previous contract will also be end dated. In our example,
Green's new contract started 2/4/2018 so the hourly teacher
contract is end dated as of 2/3/2018.



Actions 435-01-0004 GREEN, CURTIS
Add Member Contract CURTIS

View/Edit Contract Record E SALLY

View/Edit Demographic Info  ppyp

O Back to the Actions button, Click
View/Edit Demographic Info to make a

change to a member's demographic
information.



Updating Member Demographic Info

: Back Name: DOB: SSN:

Member Info

Change

Demographics

Prefix: SSN: 435-01-0004
First Name: CURTIS PSERS ID: 9115986
Middle Name: Date of Birth: 08/14/1985
Last Name: GREEN Gender: Male
Suffix: Employer-Provided Email:

Residence: 63 BLUEBIRD CIR Day Phone: 717560123
HARRISBURG PA 17101

If you only want to view the member’'s demographic information and not make changes, review, then
use the Back button in the top left corner to return to the Roster tab.

If changes are needed to update information, click the Change button above the word Demographics.

Remember, SSN and DOB changes must be made by PSERS. If this information is incorrect, please submit
a Demographic Information Change Request Form from the form list on your Dashboard.




Member Info Sc

Member Info

Demographics

Prefix: : 435-01-0004
First Name: CURTIS PSERS ID: 0115986
Middle Name: Date of Birth: 08/14/1985
Last Name: Gender: Male

Suffix: Employer-Provided Email:

Residence: 63 BLUEBIRD CIR 4 Day Phone: 717560123
HARRISBURG PA 17101
Ewening Phone:
Other Phone:

Member-Provided Email:

Fax:

O Emailis a great way to contact people. Please enter an Employer-Provided Email address for
your employees if they have a school email address.

O To update the member’s address, click the pencil beside the Residence Address field. Click
the Edit Address option. OR, click inside the address box.




The last change made to the address will
appear at the top of the address box.

When the zip code is entered, the correct
city and state will populate.

The Effective Date of the address change
will populate with the current date.

Click OK when your changes are
completed.

Edit Residence Address

Ok Cancel

Inserted By:

Country:
£

Street:
Apt./Suite#:
Care Of:
City:

State:

County:

Effective Date:

Copyw

UNITED STATES OF AM | v

17101

312 Green St

HARRISBURG
Pennsylvania
DAUPHIN

02/10/2018




Completing demographic changes

Member Info

Demographics

Prefix: SSN: 435-01-0004
First Name: CURTIS : 9115986
Middle Name: Date of Birth: 08/14/1985
Last Name: GREEN Gender: Male

Suffix: Employer-Provided Email: cgreen@example.com
q a p

Residence: 312 GREEN ST £’ Day Phone: 717560123
HARRISBURG PA 17101

Ewvening Phone:
Other Phone:
Member-Provided Email:

Fax:

The member’'s address and employer-provided email have been updated. Click Next in
the bottom left to continue.



Confirmation Screen

Member Info

Confirm Changes to My Information

| agree and acknowledge that by clicking Confirm, | am electronically signing this document, with the same legal force and effect as a hand-written signature. | understand and acknowledge the inherent risks
associated with electronic transactions and communications, and | consent to conduct this transaction by electronic means. | hereby represent that | have the legal authority to enter into this transaction. | hereby
represent that | am the authorized user in question, and agree and acknowledge that | will be deemed to have read, understood and accepted the disclaimers that are part of this site. | agree and acknowledge that this
transaction is not effective unless and until PSERS has confirmed it through a pop-up message or a document on the Documents page, and that if | do not receive such confirmation within 24 hours of clicking Confirm,
| should contact PSERS to inguire about the status of the transaction. It is my responsibility to retain a copy of such confirmation.

Demographics

Prefix: SSN: 435-01-0004 o

First Name: CURTIS PSERS 1D:

Middle Name: Date of Birth:

Last Name: GREEN Gender:

Suffix: Employer-Provided Email: ample.com

Residence: 312 GREEN 5T Day Phone: (717) 560-1234
HARRISBURG PA 17101

ESS will ask you to confirm your changes one final time. If you agree, Click Confirm in the
bottom right.

Click Back if you need to make a correction.

Click Cancel in the bottom left if you wish to cancel the demographic change entirely.



Member Info

Back Name: GREEN, CURTIS 08/14/1985 SN: 435-01-0004

Member Info

Change
Demographics

Prefix: SSN: 435-01-0004
First Name: CURTIS PSERS 1ID: 9115986
Middle Name: Date of Birth: 0&/14/1985

Last Name: GREEN Gender: Male

|
|
!
|
|
N\
i
"
.-‘
“

Suffix: Employer-Provided Email:  cgreen@example.com

Residence: 312 GREEN ST Day Phone: (717) 560-1234
HARRISBURG PA 17101

After confirming your member demographic info update, you will be returned to the
Member Info screen. Click the Back button in the top left to return to the Roster tab page.



Your Account Tab is the work area for Work History Reporting and Work History Adjustment
related information for your employees.




’A

Billing Location:

Trans Type:
Status:

Report Status;

Posting Date
121132017
1111412017

L

ount Tab

Account

3404 SMOKEY PINES SD
Al
Open

Al

Activity Date Trans # Trans Type

120172017 1968298 WH Report

1110172017 1966389 WH Report

Trans ldentifier
Billing Rpt 12/31/2017
Brow 5897 test

creen

Documents

Contacts

Upload File v File History

Manual Report

Trans Status Report Status ~ Due Date Emp S

Open Initial 011102018

Open Initial 121012017

Your Account tab will
display fransactions
made to a school’s
account. This includes
billings reports (work
history reports),
adjustments made by
both the school and
PSERS, and payments
made to the school’s
account.




FilT V.Hm@\ the Account Tab DY Irdans iype

The Account tab can be filtered using a long list of Billing Location: 3404 SMOKEY PINES SD
descriptors. A sample of this list is pictured to the right. Use

the scroll bar on the right side of the search box to view the
remaining options on the list. otatus:

Trans Type:

All Work Reports
Balance Adj.

Employers may commonly filter by: Report Status: Contribution

Disbursement

O All Work Reports Dishonared Check

Posting Dal Interest
O Payment .
12/13/2017 Interest Waiver

O WH Adjus’rmen’r = 11/14/2017 Misc. Item

Negative WH Adj
Notification
The additional items listed are filters that may be used for Payment

PSERS staff to research different types of accounting issues. POS Employer Contribution
POS Employer Contribution Interest

Employers will see adjustments made by the district and PT Non-Qual
PSERS staff in their Account tab.

O WH Report




O The default value will show “Open’” on
your Account Tab in the Status Menu.

O You are able to filter by Open, Closed, or
Hold fransactions.

O An example of a Hold Transaction is an
adjustment using the Court Award
identifier.

Billing Location: 3404 SMOKEY PINES SD
Trans Type: Al
Status:

Al
|I-.I

Report Status:
P Closed

Disputed
Hold

Posting Dal-
Upen

TLM2UTY

5 VWH Rep




Billing Location:

Trans Type:

Status:

W
All
II_||

Open

Report Status:

Tools

Actions

All
Pending
Posting Da peleaszed

12/13/2017 Hold

11/14/2017 Initial

3404 SMOKEY PINES SD

Report Status is defaulted to All. The
Report Status could assist in filtering to find
which reports are still in an initial status
rather than released.



O Similar to the Tools button on the Roster
tab, the Account tab details can be

Exported also.

O New to the Tools button is a Reports
button at the boftom; however, there are
no reports available. The blue arrow leads

to “No Reports” when selected.

Tools Fosting Date Activity Date

# Export b D PDF
18k Modify @ XL
B View = oy

(=
Y Revert Settings

#; Advanced Sort

i) Reports - No Reports



O The columns may also be sorted to
your preference using the Sort
Ascending/Descending options.

Columns may be shrunk closer
together to condense what is visible
on your screen or they can be
stretched out to read full identifiers.
To do this, hover to the right of the
arrow for the column you would like
to move until you get the icon with
expansion arrows.

Trans ldentifier
Billing Rpt 12/31/2017

Brow 5897 test

* Trans Status

| Sort Ascending
|

Z
%1 Sort Descending

| Columns

Trans |dentifier
Trans Status
Report Status

Due Date

Emp Share Balance
Emp Prem Balance
Mem Saving Balance
Mem POS Balance
Healthcare Balance
Balance

Debit

Credit




Upload File

Manual Report

File History

O Upload File button arrow offers Adjustment or

Work Report options. This button will walk you
through the steps to import these types of
files.

The File History button will serve as your work
area and approved reports area all in one.
Once your file has been imported into the
system you will be able to see the status of
your file and the number of rows imported.
This screen will also show the number of
invalid or exception rows to be corrected.

The Manual Report button arrow offers
manual work report or adjustment options



O A reminder: There are NO CHANGES to
the format of the Work Report in ESS.

O Click the Upload File button. Select Work
Report.

Upload File

Adjustment

Work Report

File History




| Upload Work Report

File Upload

Import Filename:

Import Description:

MNo Parameters

RO03404

You will browse your computer files to
locate the file you would like to import.

The Import Description will auto-populate
by showing “R003404" which represents
a Work Report file for reporting unit code
3404.

You can change this identfifier to be
more specific o include the month,
year, or reason for uploading this file.

When you successfully locate your file,
click Next at the bofttom right of your
screen to move into the Processing
phase.



File selected will show in gray.

Import Description updated to my
preference.

Click the Next button in the bofttom right
corner. To cancel the fransaction, click
the Cancel button in the bottom left. This
will return you to the main Roster tab

page.

A message stating “Processing
file....Please wait” will display on your
screen while processing.

Upload Work Report

File Upload

Import Filename:

Import Description:

Mo Parameters

R003404 Jan 2018 WR|




Upload Work Report

Import Filename:
Import Description:

No Parameters

R0O03404 Jan 2018 ‘u“ule

File selected will show in gray.

Import Description updated to the
previously entered description.

Click the Next button in the boftom right
corner. To cancel the tfransaction, click
the Cancel button in the bottom left. This
will return you to the main Roster tab

page.

A message stating “Processing
file....Please wait” will display on your
screen while processing.



O After the “Processing file...please wait”
message, the screen will show your file
resulfs.

O You can view the details of your file using
the Details button in the boftom right
corner.

Upload Work Report

Results

The file has been submitted for processing.




File History

Close

| Report Type: v | Date Range: 11/09/2017 9To: 01/08/2018

|
Status: v

Tools Import Header Id - Process Flag Inserted Date Report Type Import Status File Load Start  File Process Duration Rows Imported
I Description Start

Actions 400657 Ready 01/05/2018 Work Report RO03404 Jan ... Validated with Errors 01/05/2018

O If you select the Close button, ESS will direct you to the File History page.

O The Jan 2018 WR has been imported into the system, but has not yet been Validated. The Process
Flag still reads as “Ready” while the file Status is displaying “Validated with Errors” and 8 rows of
data have been imported.

O TIP: You do not need to continue processing a file all at once. Once imported, you may come
back to Validate, Correct, or Process the file. You can find any files imported using the File History
button.
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Click the Actions button at
the beginning of your Work
Report Row.

Select the Validate option.

Tool

S Import Header Id

Actions

B

Validate

Detalls
Process
Void

Download

Frocess Flag

Ready

Completed
Completed
Completed
Completed

Completed

Inserted Date

01/05/2018
11/14/2017
11/14/2017
11/14/2017
11/14/2017
11/14/2017

Report Type

Work Report
Work Report
Work Report
Work Report
Work Report
Work Report




Import Header |d ProcessFlag  Inserted Date  ReportType  Import Status File Load St File Process — Duration Rows Imported
Description Start

400657 Validated 01/05/2018 Work Report ~ R003404 Jan ... Validated with Errors 01/05/2018 01/06/2018 0 5€C

O As the validation occurs, the Process Flag will read “Queued Validation™”.

O After the file is Validated, the status will update and the duration will populate.



File Process Duration Rows Imported  Rows Processed Valid Rows Invalid Rows Exception Rows Rows Added Rows Deleted  Inserted By
Start

KRGOQODLING

01/08/2018 3 SeC

O If you continue to scroll to the right, the imported row details of your file will be visible. There are
8 imported rows, but only 6 rows are Valid. There are two (2) Invalid Rows that will need to be

corrected prior to processing the work history report file.
O Using the Actions button at the start of the row, select Details.



O Click Details to view the
tfransaction rows and to
use the exception filter
to correct errors for the
Work History Report file.

Tools Process Flag

Actions \alidated
Validate
Details
Process
Void

Download

Inserted
Date

01/

11/14/2017
1171472017
11/14/2017
1171472017

111472017

Report Type

Work Repo

Work Repor
Work Repor
Work Repor

Work Repor

Work Repor

RO03404 Jan ...
October Blank...
ber Blank. ..
eptember BI...

August Blank

August Blank ... Voided

F | | e LI:::Ia |j ‘-3 tart

11/14/2017
1171472017
11/14/2017
1171472017

111472017



y @ S v

g

i 1o 1L ™ | I
| l[ |

1INC
| N | A_E_‘1/‘

—_
| A
|

Details

Save Cancel

File Type Work Report File Load Date 01/05/2018
Import Description R003404 Jan 2018 WR

Summary Details

Import Detail Status: v Exception Filter:

Resubmit Header

Flag

ools SeqMNo  Import Message Import Detail Status

Validated Successful v

R003404012013000008000003000.00000000000.000000(

O Clicking Details takes you to the
Details screen and puts you into
Edit mode, enabling you to make
changes to your file.

From the File History screen, you
know there are two rows that are
invalid. Using the Exception Filter at
the top center of the screen, use
the pull down area to view these
errors. You must be in edit mode to
use the Exception Filter.




Exception Filter: Display Rows: Fr

resubmit Header

2 ERR- Hours must be greater than zero

.ERR- fiscal year must be in current fiscal year

'f F"I .--I l-. .-|4|-.4[:| ,1 i il |'I I i
1 ST L
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O Two errors (ERR) were found
through validating the work
history report. These errors have
caused the two invalid rows that
were visible on the file history
tab.

O Select the error you would like to
correct.
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O Click the error you would
like to fix first. This will bring
all members with that error
info the middle of the
screen.

ERR-Hours must be greater
than zero was the error
selected. One member,
Curtis Green is displaying
this error.

Error-Hours must be qgre

Import Detail Status:

ools Seq No

New Row Validate

Seq No

Import Message  Import Detail Status

Validated Successful

Process Void

Impart Detail Status

5 Validated With Errors

Download

Resubmit
Flag

L4

v | Exception Filter: ERR- Hours must be greater than zero | ¥

Resubmit Header
Flag

L4 R003404012015000008000008000.00000000000.00000

Name Member SSN Member DOB Fiscal Year Ending

GREEN, CUR... 435010004 08141885 2018




Validate Process Void Download

O Curtis Green dlsploy fhe ERR-Hours must 0ols SeqNo  Import Detail Status Resubmit Name
e greater than zero error, but are there Flag
other errors with fthis row? Actions o Validated With Errors v GREEN, CUR...

O Click the Actions button at the start of the Delete
row Clﬂd SeleCT ShOW EITOI’S. Show Errors




Imbort Frrore and Exce NHOonNneg
ir :_l]‘Q/‘\& I'T EITOIS ANQG EXCepTtions

import Errors and Exceptions The Show Errors function takes you to
Close the Import Errors and Exceptions
page. This page is broken into
UL el e R separate areas for Messages, Errors,

Tools SeqMNo Nu... Exception Filter Message O nd Excepfions ThOT CO n O ” be
5 1 IMPORT_WR Hours must be greater than zero if wage type is Hourly and either Contribution amount or WNC amount 1s gr Vi ewed for Th OT pO rﬁ C U |O r re C Ord -

There are no other errors or

exceptions to be fixed for this record.
e o [BME (Messages would appear at the top
Exceptions of the screen above Errors.)

Tools SeqMNo Nu... Exception Filter Message

After reviewing, click the Close button
at the top left.




Name Member 55N MemberD... Fiscal Ye.. Wage Type  Work Status BASE RCC OT SUP CONTRIB Hours Days

Actions  GREEN. CUR... 435010004 03141985 2018 Hourly ACTIVE-Acy.. 001000.00 OGw000.00 00000O.00  000DDO.OO  0OO075.00 0000 000.00

O Curtis Green was reported with $1,000.00 base salary but zero (0) hours to support his earnings. To

fix this, select edit from the top left (if not already in edit mode) and click inside the box under the
Hours column.

O For this example, 100 hours of service will be entered ($10/hour position). Then click Save in the
top left.
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O We fixed the first error that
was listed in our exception
fiI‘rer, but there was also s v Exception Filter: ERR- fiscal year must be in current fiscal ¥ Display
Ono’rher SOl ERR_fISCOl No  Import Message Import Detail Status Resubmit Header

year must be in current Flag
ﬁSCC1| yeor. Validated Successful v R0O03404012018000008000008000.00000000000.00000000000.0000

Details

One record, Jane Yellow,

appeared below showing

2017 as the fiscal year on jate  Process  Void  Download

the work history report.

Since this is a January e

report, the year must show ) Validated Wit Emors YELLOW, JANE 435010001 10101980 ) Hourly
as 2018.

Import Detail Status Resubmit Name Member SSN Member DOj§ Fiscal YeaNgnding Wage Type




Click inside the field under the Details
Fiscal Year Ending column.
Correct the year to show 2018.

atus: ¥ Exception Filter: ERR- fiscal year must be in current fiscal v D

No  Import Message Import Detail Status Resubmit Header

The Fiscal Year may be either the Flag

preV|OUS or Curren_l_ yeOr |n JUIy, Validated Successful v R003404012013000008000008000.00000000000.0000000004

August or September reporting to

accommodate balance of

Con.l.roc.l. (BOC) reporﬂng. A” date  Process ‘oid Download

OTher mOﬂThS mUST be iﬂ The Import Detail Status Resubmit Name Member SSN Member DOB A Ending Wage T

o Flag
current fiscal year. , _ -
2 Validated With Errars v YELLOW, JANE - 435010001 10101980 Hourly

O Click Save to save changes.




Summary Details

Import Detail Status:
When all corrections have been
Seq No Import Message Import Detail Status mcde, select the Validate button to
re-validate your report. The Validate
button is about halfway down the
screen on the left below the Header
Row.

Validated Successful

Validate | Process | Void | | Download OR, you can close this screen and
use the File History screen and
SeqNo  Import Detail Status Resubmit Validate the file using the Acftions

"lag button.

Actions 2 “alidated With Errors v




Tools lerld Process Flag Inserted Report Type Import Status File Load
Date Description Start

Actions 10657 Validated 01/05/2018 Work Report RO03404 Jan ... Validated Successfully 01/05/2018
Validate

Details
Process
Void

Download

O All corrections have been made and the File has been Validated Successfully. Further to the
right are the row counts that show that 8 rows were imported, and 8 rows are valid. Since there
are no invalid or exception rows, the file can be processed.

O Click the Actions button and select the Process option to Process the account.




y

File History
Close
Report Type:
Status:
Tools | Process Flag
Actions 7 Completed

{
N 4 A & y y
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| L J\\\.J; \( > y o e )
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Inserted
Date

01/05/2018

Report Type

Work Report

N AN | @ |
- R A \ \ "' | > ' | Y 4 [ =] y - »' v J L | [« = R
% ’l’::;x'v‘ \V'A\\',“(’f\“ s | t y : k('{ ‘)\‘ ‘ -\r’O}‘I r"} B | l‘ l: "1_‘.-;\
| ‘L:;? | :\_" \ \:/ A | IJ\_\ | A\ l\c:; Nt «‘ o I | | f_ _| | \ 'x:;j
v Date Range: 11/19/2017 4 To: 01/18/2018
W
Import Status File Load File Process Duration Rows
Description Start Start Imported
R0O03404 Jan ... Processed Successfully 01/05/2018 01/18/2018 8 sec

O The file has been Processed Successfully, processing 8 rows of data.

O Click the Close button at the top left to return to the Account Tab.

Rows
Processed

8

Valid Rows

a

Invalid
Rows

Exception R

Rows

0




Posting Date Activity Date  Trans # Trans Type Trans |dentifier Trans Status Report Status ~ Due Date Emp Share Bal. ..

1211372017 1210112017 1968298 WH Report Billing Rpt 12/31/2017 Initial 01/10/2018
11/14/2017 11/01/2017 1966389 WH Report Brow 5897 test Initial 1211012017

O Your new work report file has been processed successfully, but there is one more step needed
before it is truly approved in ESS. If your file transaction is not visible in your Account Tab activity, use
the browser refresh icon or log out/log in so the new data can be pulled into the system.

O After refreshing your browser, this work report should be the most current transaction at the top of
your page. The Report Status is showing Pending.
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O The Jan 2018 Work

History reporf has been Tools Fosting Date Activity Date  Trans # Trans Type Trans |dentifier
processed.

O The Actions button will Netals . L
offer options to see Jelalls [01/20 Billing Rpt 12/31/2017
Details or Edit the Edit | 11/01/2017 966389 WH Report Brow 5897 test
January 2018 work
history report.

Actions  01/18/2018 01/01/2018 1969727 WH Report Billing Rpt 2013-01




Selecting Details option

Transaction Details

Close
Employer:
Billing Entity:

Trans #:

Identifier:

Transaction

Type:
Identifier:
Analyst:
Activity Date:
Due Date:
Transaction
Drarace Crde:
FI Doc #:

Notes:

3404-SMOKEY PINES SD
3404 SMOKEY PINES SD
1969727

Billing Rpt 2018-01

WH Report

Billing Rpt 2018-01

01/01/2018

Member Savings Contributions:

Member POS Installment:

Emplayer Share:

Employer Premium Assistance:

Healthcare:

Inserted Date: 01/18/2018

Updated Date: 01/18

Status: Open

0.00
2,539.20
66.40

0.00

Total: — $3,205.60

Charge Type:

Debit Val

Interest Type:
Rate:
Frequency:

Tax Election:

Print On Statement;

Retro;

Delinguency

Transaction Details will
show the amounts the
school will be billed in
each category
according to the
information reported on
the work history report.

The transaction # can be
found at the top of this
screen.

A total of the charges is
provided at the boftom
of the column.



Selecting Edit Option

Work Report Editor

Close

T h e WO rk R e p O r'l' E d | TO rq | | OWS Employer: SMOKEY PINES SD Report Type: Regular Report Period: ~ 01/01/2018 - 01/31/2018
yo U .I.O VieW .I.h e mem berS on Billing Entity: 3404 SMOKEY PINES SD Report Status: Pending Identifier: #1969727 - Billing Rpt 2018-01
your approved work report.

Summary Detail

The ferm “edit” is misleqding Barg Unit Id: 01 - MASTER AGREEME | ¥
because there are no
changes that can be made

Exception Filter: | Please Select

Add Member | | Delete Selected

Oﬂ_ er _I_h ere p or _I_ | S Smei _I_ _I_e d Tools | Actions Name/SSN SSN Bith Dt FY Wage Type  Work Status Base

. Actions YELLOW, JANE 435-01-0001 8 Hourly ACTIVE - Acti... $1,000.00 $0.00 50.00
WH ReporT can be fllTered Actions PINK, JOHN 435-01-0002 3 Salaried ACTIVE - Acti._. $1,000.00 §0.00 $0.00
USIng The excephon fllTer If Actions ORANGE, SA . 435-01-0003 8 Per Diem ACTIVE - Acti.. $1,000.00 §0.00 $0.00
YOU Opproved your reporT Actions GREEN, CUR... 435-01-0004 8 Hourly ACTIVE - Acti... $1,000.00 $0.00 $0.00
WlTh errors/ excepﬂons' Actions PURPLE, FRA... 435-01-0005 3 Salaried ACTIVE - Acti... $1,000.00 $0.00 $0.00

The COlU MnNSs fOI’ a ” WOI’|( repor_l_ Actions RED, BARBARA 435-01-0006 8 Per Diem ACTIVE - Acti... $1,000.00 §0.00 50.00

fields appear as you scroll to

the i g ht. Work Report T... $8,000.00 $0.00 $0.00
$8,000.00 $0.00 $0.00

Actions BLUE, DEB 435-01-0007 3 Salaried ACTIVE - Acti... $1,000.00 $0.00 50.00




O Use the Close button at the
top left to return to the
Accounts tab when done
viewing your work history

_ iL‘/ ",‘\‘; ,’A‘ S ol B | ‘V“-,rj_tf‘ﬁ‘ r_‘i__" -~ L—-— .
Return to Accounts Tab

Report Editor

Employer:

Billing Entity:

Summary Detail

Actions Name/SSN

YELLOW, JANE
report.
PINK, JOHN
ORANGE, 3A. .
GREEN, CUR...
PURPLE, FRA. ..
RED, BARBARA

BLUE, DEB

Work Report T...

Barg Unit Id: 01 - MASTER AGREEME | ¥

Report Type:

Report Status:

Exception Filter:

S5N

435-01-0001

435-01-0002

435-01-0003

435-01-0004

435-01-0005

435-01-0006

435-01-0007

Plzase Select

Wage Type

Hourly
Salaried
Per Diem
Hourly
Salaried
Per Diem

Salaried

Work Status

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

- Acti...

- Acti...

- Acti..

- Acti...

- Acti...

- Acti...

- Acti...

Report Period:
Identifier:

Base

$1,000.00
$1,000.00
$1,000.00
$1,000.00
$1,000.00
$1,000.00

$1,000.00

$8,000.00
$6,000.00




Importing your adjustment file




O Areminder: There are NO CHANGES to

the format of the Adjustment Template
for ESS.

O Click the Upload File button. Select
Adjustment.

Upload File

Adjustment

Work Report

File History




File selected will show in gray.

Import Description updated to my
preference.

Click the Next button in the bottom right
corner. To cancel the transaction, click
the Cancel button in the bottom left. This
will return you to the main Roster tab

page.

A message stating “Processing
file....Please wait” will display on your
screen while processing.

Upload Adjustment

File Upload

Import Filename:

Import Description:

Mo Parameters

A003404 Jan 18 Adjs




O After the “Processing file...please wait”
message, the screen will show your file
resulfs.

O You can view the details of your file using
the Details button in the boftom right
corner.

Upload Adjustment

Results

The file has been submitted for processing.




Details

- r_ﬂ Cﬁk {B\ ~ : Save Cancel
U@L (\3 | FJ@@ File Type Adjustment File Load Date 02/10/2018

Import Description A003404 Jan 138 Adjs

Summary Details

Import Detail Status: | Al Exception Filter:

O Clicking the Details button oz Seaflo | inpailessege | Impor DeISEEE e |
will take you to the Details Actions Validated Successful v A003404000008000008000.00000000000.00000000000.0
page and automatically
put you in Edit mode.

New Row | Validate Process Woid Download

O The Adjustment file was
\/O”do-l-ed SUCCGSSfU”y. SeqNo  Import Detail Status Resubmit Name Member SSN Member DOB Reason Code

Flag

O There are TWO pgges Of Actions Validated With Exceptions ¢ YELLOW, JANE 435010001 10101930 Payroll Correc...
Actions Validated Successful v PINK, JOHN 435010002 08151972 Payroll Correc...
data but already

exceptions and errors are
visible.

Actions Validated Successful L4 ORANGE, SA . 435010003 12241978 Payroll Correc..
Actions v Validated Successful GREEN, CUR... 435010004 08141985 Payroll Correc...
Actions Validated With Errors PURPLE, FRA... 435010005 06221970 Payroll Correc...




O Use the arrow in the

Exception Filter: Display Rows: Fr

resubmit

MNC amount must be zero for Salaried members

~.. WRN- Contribution rate should be Amount

i 1
[:“.__"'1" '4[:'..'..-...._-.__._..__._.__._. A R R L L A R L R U L R T R L i L s

Exception Filter box to
view Exceptions and
Errors on your
Adjustment File.

There is one error
message (ERR) and one
exception message
(WRN warning)



ERR-WNC amount errc

Summary Details
Import Detail Status: A v Exception Filter: ERR- WNC amount must be zero for Salz| v Display Rows: From To:
Tools SeqNo  Import Message Import Detail Status Resubmit Header
Flag
Actions 1 Validated Successful v A003404000008000002000.00000000000.00000000000.00000000000.00000000000.00000000000.00000000000.00000000000.0001012
»
New Row | Validate | Process Void Download
Tools SeqNo  Import Detail Status Resubmit MName Member SSN Member DOB Reason Code Wage Indicator Contrib Withheld Fiscal Year... Wage Type Work Status
Flag
Actions 6 Validated With Errors |+ PURPLE, FRANK 435010005 06221970 Payroll Correc... No Mo 2018 Salaried ACTIVE - Acti...

There is an error in Frank Purple’s adjustment row. As a salaried member, he should not be reported with
WNC because he is qualified from day 1 of service.

The Adjustment reason code was entered as Payroll Correction, but there were no conftributions withheld.




EFJ M‘v,.ri
| A \ _?‘-\_\ ™ U\A | B

- —

L
\\, R |

‘k \?1
7>

~ - i
(110 U' '] 1

- L

w | Validate Process  Void | Download

. Wage Type Work Status BASE URCC oT SUP CONTRIB Hours Days WNC POS

Salaried ACTIVE - Acti...  0000000.00 0000000.00 0000000.00 0000000.00 0000000.00 00000 0000.00 0001000.00 0000000.00

Use the gray scroll bar at the bottom of your screen to scroll to the right so you can see
that member Frank Purple has $1,000 reported in the WNC column.

There is also no service reported with these wages. Click inside the Days box to add
service days if needed.

NEW: Leading zeroes are not needed when making corrections, just enter the corrected
value and apply/save your changes.

EX

00(
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Red:

l"“/)

“alidate @ Process Yoid Download

Seq No Import Detail Status Resubmit Mame Member SS5M IMember DOB Reason Code Wage Indicator Co
Flag

Actions & “alidated With Errors v FPURFLE, FRANK 435010005 06221970 | w | Mo Mo
Payroll Correction
Missing Contract Record
Lump Sum/Retro Pay Adjustme...
Service Adjustments
Late
POS Correction

ﬁl_lncredited School Service

Court Award

O When you click inside the Reason Code field, an arrow will populate at the end of the box.
Click the arrow for Reason Code options. Rather than Payroll Correction, Purple’s WNC should
be reported as Uncredited School Service. Select the desired code.

O You may save after each row is corrected, or you may wait until all corrections are made and
then click save.
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Details

After corrections are Edt  Close

made you may wish fo File Type Adjustment File Load Date 02/10/2018
VOlidOTe The f||e Clg(]in -|-O Import Description A003404 Jan 18 Adjs

e sure your corrections
are valid.

sSummary Details

Import Detail Status: A v Exception Filter: ERR- WNC amount must be zero for Sala | ¥

Save changes first, then
1 1 15 Seg N [ rt M [ rt Detail Stat Resubmit Head
C“Ck The VO“dOTe bUTTOh. 0o eq No mport Message  Import Detail Status Fleasgu il eader

R Actions Validated Successful v A003404000002000008000_00000000000_00000000000_ 0
You can also validate ALens

from the Actions button
in the File History screen.

Void Download

Clicking the Close button

g ools Seq Mo Import Detail Status Resubmit Name IMember SSN Member DOB Reason Code Wage |
will take you back to the ; " Flog J

File HISTOI’Y screen. Actions 6 Validated With Errors  # PURPLE, FRANK 435010005 06221970 Uncredited Sc...  No
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File History
Close
Report Type: v Date Range: 12/12/2017 % To: 02/10/2018

Status: hd

Tools Import Header Id Process Flag Inserted Date Report Type Import Status File Load Start File Process Duration Rows Imported  Ro
Description Start
Actions 400693 Validated 02/10/2018 Adjustment A003404 Jan . Validated with Exceptions  02/10/2018 02M10/2018 5 sec

Actions 400657 Completed 01/05/2018 Work Report R0O03404 Jan ... Processed Successfully 01/05/2018 01/18/2018 & sec

O The blue row is the adjustment file. The file has been validated and imported with 8
rows, but the status still shows Validated with Exceptions. Our error was corrected, but
there was an exception listed in the exception filter that still needs to be reviewed.




File History

Close

Report Type: Date Range: 12/12/2017

Status: Click the Actions button at
Tools Import Header Id  Process Flag Inserted Date Report Type |mp0¢ . Status The STorT Of The row. SeleCT
Pescription Details to return to Details

Actions 400693 Validated 02/10/2018 Adjustment AD003404 Jan ... Validated with Exc pdge

T

400657 Completed 01/05/2018 Work Report RO03404 Jan ... Processed Succed

Details
Validate

Process
Woid

Download




Details

Exception Filter &=

File Type Adjustment File Load Date 02/10/20183
Import Description AD03404 Jan 18 Adjs

Summary Details

Import Detail Status: | Al Exception Filter:

Tools SeqNo  Import Message Import Detail Status Resubmit Header
Flag

O S e | eC-I- W R N _C on -I-rl b U -I-I on Actions Validated Successful L4 A003404000008000002000.00000000000.00000000000.00000001
rate should be Amount in
the Exception Filter.

WRN- Contribution rate should be Amount

New Row | Validate |Process &= Void Download

O Allrecords on the

Tools SeqNo  Import Detail Status Resubmit Name Member SSN Member DOB Reason Code Wage Indig

adjustment file with this Flag

1 1 cti Vali Wi i v ‘ELLOW, E 5 ' 10198
excephon W|” populo-l-e Actions alidated With Exceptions YEL JANE 435010001 10101980 Payroll Correc... Yes
Actions Validated Successful v PINK, JOHN 435010002 09151972 Payroll Correc...  Yes
below. y

Actions Validated Successful L4 ORANGE, SA... 435010003 12241976 Payroll Correc...  Yes
Actions » Validated Successful GREEN, CUR... 435010004 08141985 Payroll Correc...  Yes




sSummary Details

Import Detail Status: Exception Filter; WRN- Contribution rate should be Amour ¥

SeqNo  Import Message  Import Detail Status Resubmit Header
Flag

Actions Validated Successful 4 AQ003404000008000005000.00000000000.00000000000.0000

O Only one record, Jane Yellow,
was found with this exception.

New Row | Validate @ Process Void Download

SeqNo  Import Detail Status Resubmit Name Member SSN Member DOB Reason Code Wage
Flag

Actions 2 Validated With Exceptions ¢ YELLOW, JANE 435010001 10101980 Payroll Correc...  Yes
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Validate Process Void Download

Fiscal Ye... Wage Type Work Status BASE URCC oT SUP CONTRIB Hours Days WINC

2018 Hourly ACTIVE - Acti...§ 0001000.00 0000000.00 0000000.00 0000000.00 0000065.00 00160 0000.00 0000000

O After scrolling to the right, the base wages show $1,000 but the CONTRIB field only shows
$65.00. The contributions would be correct for someone who is a TD 6.5% member but ESS is
telling us this is not correct.
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Details

File Type Adjustment File Load Date 02/10/2013
Import Description A003404 Jan 18 Adjs

O The contribution rate should be
verified before corrections are _
A Summary Details

made to the fransaction row.

. ; Import Detail Status: | A v Exception Filter: WRN- Contributi
The contribution rate and i P ontribuio
membership class is available - SeqNo  Import Message Import Detail Status Resubmit  Header

using your approved WH Flag

Repor-l-s on -I-he Accoun-l- TOb. i Validated Successful 4 A0034040000058000008000.0

Click the Cancel button on the
Details screen. If you have
made other changes but have New Row Validate Process = Void = Download
not saved, Save first, then
Close the Details page.

Fiscal Ye... Wage Type Work Status BASE URCC OoT

2018 Hourly ACTIVE - Acti...  0001000.00 0000000.00 0000000.00



Confirm Cancel

> All changes will be lost. Do you wish to
£

continue?

When using the Cancel button, ESS will
provide you a chance to rethink your
decision.

Please be sure to save any other
corrections made before leaving the
details page.



Details

Edit Close

File Type Adjustment File Load Date 02/10/2018 @) TO |eCIV€ de-l-cms poge, C”Ck
Close. This will return you to
Summary  Details the File History page. Click
Close to leave the File
History page. This will take

Import Description AD003404 Jan 18 Adjs

Import Detail Status: v Exception Filter:

Tools SeqNo  Import Message Import Detail Status Resubmit Header yOU b(]Ck ‘I‘O The ACCOU[’TI‘
Flag
Tab.

Actions Validated Successful v ADD3404000008000008000.0004




Account Tab to WH Report Details

Home

Account

Billing Location:

Trans Type:
Status:

Report Status:

Profile

3404 SMOKEY PINES SD
All
Open

All

Tools Posting Date~ Activity Date Trans #

Actions 018/
Actions 12/13/2017

Actions 111472017

01/01/2018
12/01/2017
11/01/2017

Account

Trans Type
WH Report
WH Report
WH Report

Roster

Trans |dentifier
Billing Rpt 2018-01
Billing Rpt 12/31/2017

Brow 5897 test

Documents

Contacts

Upload File

Manual Report

Trans Status Report Status
Open Released
Open Released

Open Released

Admin

File History

Due Date Emp Share Bal ...
03/02/2018 $2,539.20
01/10/2018 $317.40

1210/2017 $1,587.00

Use the Actions button on the row for the most recent WH Report. Select Edit
from the options listed.



' Work Report Editor

Employer: Report Type:

S

Work Report Ed

Billing Entity: Report Status:

Summary Detail

O The Edl-l- bUTTOI’\ -I-Okes you -I-O -I-he Barg Unit Id: 01 - MASTER AGREEME | ¥ Exception Filter: Please Select
Work Report Editor screen.

O Jane Yellow is the first person 100 ctions NamefSSN ) SSN S b S W
listed on this work history report Actions YELLOW, JAN 4} Sort Ascending /1980 Hourly
but if she wasn't you would use Actions PINK, JOHN |4} SortDescending  |1972 Salaried
the Name/SSN drop down arrow Actions ORANGE, 5| = Columns ¥ lnere Per Diem
on the right side of that field, go Actions GREEN, CUR| L] Filters > | [Enter filter text.. ourly

'|'O F”'I'ersl Ond en‘l‘er her name or Actions PURPLE, FRA. .. 435-01-0005 06/22/1970 Salaried
SSN 'I'O flnd her WI‘I‘hin ‘I'he Work Actions RED, BARBARA 435-01-0006 05/20/1969 Per Diem
his-l-ory re por-l-' Actions BLUE, DEB 435-01-0007 11/12/1993 Salaried

Work Report T. ..
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Work Report Editor

Close

Employer: Report Type:

Billing Entity: Report Status:

Summary Detail

Barg Unit Id: 01 - MASTER AGREEME | ¥ Exception Filter: Please Select

Actions Name/SSN S5N Birth Dt

D wm YELLOW JANE 435-01-0001 10/10/1980

Wage Type

2018 Haurly

Report Period:

Identifier:

Wark Status

ACTIVE - Acti..

O When you have found
the record you are
looking for, use the
gray scroll bar at the
boftom of the screen

to view the rest of her
tfransaction row.




Finding the Contribution Rate and Class

Add Member | | Delete Selected

Tools [F] | DAYS 4 Enroll Dt IMem Class Contrib Rt \W/hold Notif IMem Savings ME

Actions 50.00 $0.00 $0.00 $0.00 01/01/2018 TE 5 $75.00

Use the scroll bar at the bottom of the page to scroll to the right. The contribution rate and class
are both listed on your approved work history reports.

Jane Yellow is part of membership class TE with a 7.5% contribution rate. For $1,000 wages, $75 in
conftributions should be withheld.

Use the Close bottom at the top of the screen to return to the Accounts tab.



Billing Location:
Trans Type:

Status:

Report Status:

Tools
Actions 01/18/2018
Actions 12132017

Actions 11/14/2017

Pasting Date

Profile Account

3404 SMOKEY PINES SD
All
Open

All

Activity Date Trans #

01/01/2018

Trans Type
1969727 - WH Report
12/01/2017 1968298 WH Report

11/01/2017 1966389 WH Report

Trans |dentifier
Billing Rpt 2018-01
Billing Rpt 12/31/2017

Brow 5897 test

Documents Contacts

Upload File

Manual Repart

Trans Status Report Status

Open Released
Open Released

Open Released

File History

Due Date Emp Share Bal...

03/02/2018 $2 539.20

01/10/2018 $317.40

12M10/2017 51,587.00

O To refurn to adjustment file fo continue correcting Jane Yellow's contributions, click the File
History button.
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File History
Close

Report Type: Date Range: 12/12/2017 4 To: 02/10/2018

Status:

O . .
C“Ck ACTIOHS bUﬁOﬂ on Import Header Id Process Flag Inserted Date Report Type Import Status File

Adjus’rmen’r file row and Description
select Details to return to ctio 400693 Validated 02402018 Adjustment  AOD3404 Jan _ Validated with Excepfions 02/

Details page. D : 400657 Completed 01/05/2018 Work Report ~ R003404 Jan ... Processed Successfuly 01/
etails

Validate
Process
Void

Download
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Use Exception Fi

-

Details
Save Cancel

File Type Adjustment File Load Date 02/10/2018
Import Description A003404 Jan 18 Adjs

O Use the Exception Filter
Exception Filter: WRN- Contribution rate should be Amour ¥ Display Rov 'I'O ﬁnd 'I'he member
you need to correct.

Summary Details
Import Detail Status:

SeqNo  Import Message Import Detail Status Resubmit Header
Flag

Actions Walidated Successful v A003404000008000008000.00000000000.00000000000.00000000000.1 O USI N g -I-he g I'Cly SCI’O”
bar, scroll right o make
Validate | | Process Void Download The CorreCTion in The
CONTRIB field.

Seq No  Import Detail Status Resubmit Name Member SSN Member DOB Reason Code Wage Indicator
Flag

2 Validated With Exceptions |+ YELLOW, JANE 435010001 10101980 Payroll Correc...  Yes




Fiscal Year Ending Wage Type Work Status BASE URCC oT SUP CONTRIB Hours Days

2018 Hourly ACTIVE - Acti...  0001000.00 0000000.00 0000000.00 0000000.00 00160 0000.00

O Clickinside CONTRIB field box and enter the corrected amount of conftributions. Instead
of $65.00, her adjustment transaction row now shows $75.00.
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O Click Save to save your

@)

corrections.

Because this is our last
exception and/or error to
fix, the file is also ready to
be validated again.

Click Validate after you
have saved your work.

- f£°1 .
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|C 11IC
Details

Save Cancel

File Type Adjustment
Import Description A003404 Jan 18 Adjs

File Load Date 02/10/2013

Summary Details

Import Detail Status: A v Exception Filter:

Seq No Resubmit Header

Flag

Import Message Import Detail Status

Validated Successful L4 AD03404000008000008000.000004

New Row Validate Process @ Void Download

Fiscal Year Ending Wage Type Work Status BASE URCC

Actions 2018 Hourly ACTIVE - Acti...  0001000.00 0000000.00
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File History
Close

Report Type: v Date Range: 12/12/2017 4 To: 02/10/2018

Status: ¥

Taols Import Header Id  Process Flag Inserted Date Report Type Impart Status File Load Start

Description

Actions 400693 Validated 02M10/2018 Adjustment A003404 Jan ... Validated Successfully 02110/2013
Actions 400657 Completed 01/05/2018 Work Report R0O03404 Jan .. Processed Successfully 01/05/2013

O Use the Close button to return to the File History screen.

File Process
Start

02/10/2018
01/138/20183

Duration

< 1 sec

8 sec

O The Adjustment file has been Validated Successfully with 8 rows. There should no

Rows Imported

longer be any rows with errors or exceptions. To check, scroll to the right to see the rest
of the row details.

R



., S . . —p -

A \‘1 v *_‘\i‘ L‘I 1 | V’Q:« : l‘w v ‘\: r,éx B :_\ Y .i . |i tlk} : {:3-\\‘ !r J ; r'D\ B L'{'f: 1 \l;: y '“')

y A \ ‘ r / - §
y ,\\,"Wh(_/ J :i Y H A | < :W | 1 :n [ i == CJ 1Lw:7: “f\) :‘ | N
A Wa ) - . - 4 < o aa | __4

File History

Close
Date Range: 12/12/2017 @ To: 02/10/2018

Report Type:

Rows Imported  Rows Processed Valid Rows Invalid Rows Exception Rows Rows Added Rows Deleted Inserted By

File Process Duration
Start
) ) KRGOODLING

02/10/2018 <1 sec
KRGOODLING

01/18/2018 5 sec

O The blue row is the adjustment file. The file successtully imported 8 rows and there are no
errors or exceptions remaining.




File History

Close

Report Type: Date Range: 12/12/2017

AfTer S.Croulng bOCk TO The Tools Import Header Id Process Flag Inserted Date Report Type Impor‘g _ Status
IefT, click the Actions Description

bUTTOI’\ Clnd SeleCT The Actions 400693 Validated 021072018 Adjustment AD003404 Jan ...  Validated Succe
Process option to process

D : 400657 Completed 01/05/2018 Work Report R003404 Jan ... Processed Succ
etails

the adjustment file. Validate

Process
Void

Download




Import Header Id  Process Flag

400693 Completed

400657 Completed

Inserted Date

02110/2018

A A
LIRS o
(R FLOH AT D Eo]

Report Type

Adjustment

Work Report

Import
Description

A003404 Jan ..
R003404 Jan ...

File Process Duration

Start

Status File Load Start

Processed Successfully — 02/10/2018 02110/2018 10 sec

01/05/2018 01/16/2018 8 sec

Processed Successfully

O The Adjustment file has been successfully processed.

O Click Close in the top left corner to return to the Accounts Tab.

Rows Imported

Rows




O Files that were processed should appear
in your Account tab right away but you
may need to refresh your browser to pull
these new fransactions in SO you can view
them.

v3
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Employer Self Service




Transaction in Account Tab

Home

Account

Billing Location:
Trans Type:
Status:

Report Status:

Profile Account Roster

3404 SMOKEY PINES SD
All
Open

All

Tools Posting Date~ Activity Date Trans # Trans Type

Actions 0210/
Actions 0210/
Actions 0118/
Actions 12113/

Actions

2018
2018
2018

2017

02/10/2018 1970996 WH Ad].
02/10/2018 1970995 WH Adj.
01/01/2018 1969727 WH Report
1210172017 9 8 WH Report
1170172017 9663889 WH Report

Documents Contacts

Trans |dentifier
Adjustment Rpt. - FY 2018
Adjustment Rpt. - FY 2018
Billing Rpt 2018-01

Billing Rpt 12

Admin

Upload File

Manual Report

Trans Status
Open
QOpen
Open
Cpen
Cpen

Report Status
Pending
Pending
Released
Released

Released

File History

2018
03/02/2018
011
1211072

Emp Share Bal. ..
$0.00

$22218
$2,539.20
$317.40
$1,587.00

The Report Status shows Pending for the Adjustment Report that was just processed.

En




Your guide to correcting accounts individually.




Upload File File History

O To do a manual adjustment, you will use
the Manual Report button drop down Manual Report
arrow to select Adjustment. Work Report

Adjustment




Inajoeli e Rename Identifier

Account Roster Documents
Generate Adjustment Report
O The Generate Adjustment Report
screen will have your Employer name
at the top, just above the |dentifier.

O TIP: The system populates the Identifier,
but lists this as a Billing Report. You
must to

something you can identify as a
manvual adjustment instead or this may
cause confusion when you are
reviewing your Employer Statement of
Account.

Generate
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Generate the Adjustment

Generate Adjustment Report

Employer:  1001-PA EXAMPLE SCHOOL DISTRICT
Billing Entity:1001 PA EXAMPE SCHOOL DISTRICT

Identifier: Adj ELK, JANE
O After your Identifier is

renamed, click the
Generate button.

Please note, this buttfon is on
the left, rather than the right
like most screens.

Generate




Adjustment

Save Apply Cancel

Employer: Report Type: Report Period: # of Participants:

Billing Entity: Report Status: Identifier: # of Rows:

Summary Detail

Barg Unit Id: 01 - MASTER AGREEME | v Exception Filter: Please Select
Add Member Delete Selected

U+ Tools Actions Name/SSN Birth Dt Reason Code Wage Indicator  Contrib Withheld  FY Wage Type Work Status

O You are in edit mode when you begin a manual adjustment.

O Click the Add Member button to create an adjustment row.
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Add Member Delete Selected

U=] Tools Actions Name/SSN SSh Birth Dt Reason Wage Contrib Y Wage Type Work Status Base URCC O SUPP CONTR HRS
Code Indicator ~ Withheld

Actions i | 30.00 $0.00 30.00 $0.00 $0.00

Clicking the Add Member button will create an adjustment row.
Each row created will have an Actions butfon on the far left.

The adjustment line fields are set up in the same order as the work report.

O O O O

Double click inside the Name/SSN box to enter the member’'s name or SSN.



Add Member Delete Selected

U+] Tools N Name/SSN S5N Birth Dt Reason Wage

Contrib Y Wage Type Work Status ~ Base URCC O SUPP CONTR HRS
Code Indicator  Withheld

Actions a ELK, JANE 435-01-0041 10/10/1930

$0.00 $0.00 $0.00 $0.00 30.00

O The SSN and Birth Date will populate based on the name or SSN entered in the Name/SSN
field.

O Please carefully review these details to make sure you are adjusting the correct member
before moving on.



Add Member Delete Selected

Birth Dt Reason Wage Contrib Wage Type Work Status URCC O SUPP CONTR HRS JAYS  WNC 0S EXSAL
Code Indicator  Withheld

10/10/1980 $0.00 30.00 30.00 30.00 50.00 30.00 50.00 $0.00 30.00

O The fields listed on the adjustment row are in the same order as the work history
report.

O

O The monetary and service fields only need to be entered if your adjustment requires
those values.



Add Member Delete Selected

Birth Dt Reason Wage Contrib Wage Type
Code Indicator  Withheld

10/10/1920 v :
| Many fields have a pull down menu on

the right side of the field to make a
selection. After selecting the appropriate
reason code, continue moving through

Payroll Correction
Missing Contract Record

Lump Sum/Retro Pay Adjustment

Service Adjustments the fields
Late

POS Correction
Uncredited School Service

Court Award
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Add Member  Delete Selected

Birth Dt Reason Wage Contrib
Code Indicator  Withheld

10/10/1980 Payroll ... Yes Yes

2014

Wage Type

Waork Status

O For most accounts the Wage Indicator
should display as Yes. This means that you
paid this member during the fiscal year
you are correcting.

The Conftributions Withheld field is asking if
you withheld contributions for the money
you are adjusting. This may be a yes or
no.

The FY field does not have a pull down
menu. Enter the fiscal year for the year
the money was earned, not the year the
money was paid.



O The Wage Type and Work Status
both have pull down menus where
you can select options. There are
required fields.

Jane Elk is an Hourly wage type
who is Actively Working (ACTIVE).

Remember, the Wage Type and
Work Status must maich an open
contract record for the member
you are adjusting.

Contrib
Withheld

Yes

FY

Wage Type

2018 Hourly

Work Status Base URCC oT SUPP CONTH

¥ < Work Status: This field is required|] $0.00

ACTIVE - Actively Working

ACTIVW -
ACTMLC -
ACTMLN -
DECESD -
EXCHGC -

EXCHGN

Waiver Request

Activated Military Contributing Leave
Activated Military Non-Contributing Leave
Deceased

Exchange Teacher Contributing Leave

- Exchange Teacher Non-Contributing Leave

LEAVEN - Any Other Leave Not Listed (Non-Contributing)
MNOWORK - No Work

SABTLC - Sabbatical Contributing Leave

SSLSSC - Spec Sick Leave, School Sponsored (Contrib)
SSLSSN - Spec Sick Leave, School Sponsared (Non-Contrib)

S5LWCC -

SSIWCN

Spec Sick Leave, Worker's Compen (Contrib)

- Sner Sick | eave. Worker's Comn (Non-Contrih




Add Member  Delete Selected

Birth Dt Reason Wage Contrib FY Wage Type  Work Status  Base URCC 0 SUPP CONTR HRS DAYS WNC POS EXSAL NRCC
Code Indicator  Withheld

10/10/1980 Payroll ... Yes Yes 2018 Hourly ACTIVE-A... $500.00 $0.00 $0.00 $0.00 $37.50 . 50.00 $0.00 50.00 $0.00

O After all mandatory fields are entered, begin entering the required values for your
member adjustment.

O This adjustment shows $500.00 added to base, $37.50 contributions withheld, and
25 hours to support the service rendered for the wages entered.

O The remaining fields can stay at $0.00 or blank.
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Adding d hew adjustiment row

Adjustment

Save Apply Cancel

O Slide back to the left and
click Apply at the top left.

Employer: Report Type:
Billing Entity: Report Status:
O To continue adding

members, click Add Member Summary  Detail

to create a new adjustment

row.

Barg Unit Id: 01 - MASTER AGREEME | ¥ Exception Filter:  Please Select

Add Member | Delete Selected
When you are finished with
. I [ Actions Name/SSN S5N Birth Dt Reason Wage Caontrib
your manual adjustments, Code Indicator Withheld

click Save. 8 W ELK JANE 435-01-0041 101011980 Payroll . Yes Yes

i ] LTEST, STAN 435-01-0050 10/10/1980




Actions field

The indicafor in front of HIR[ME‘ Details

the member’'s name means Detall
.I.h e q d J U STm e n.l. p asses o ” Name: LTEST, STAN SSN: 435-01-0050 Work Status: ACTIVE
validations. Clicking on this Wage Type: salaried
. . , . Cancel
indiator provides the details L aidation Messages
Of Th e d dJ U STm en T . PA EXAMPLE | | Toals Validation Message Validation Type
. 100 ¢ Contribution rate should be 7.5% Warning
If th tment noft 1001 PABXA -
pCISSeVO(]d“J(;)(S] ﬂO?\S T?\IC; ?/\S/IH © Wage type [SA] does not match member contract [PD] Error
’ Detail
show as yellow or to
communicate that there is 01 - MASTER A
an exception or in the

adjustment row.

The Details screen will tell
you which Validations the
adjustment did not pass.




Add Member | Delete Selected

i+ Tools Actions Name/SSN Birth Dt Reason Wage Contrib Y Wage Type Work Status ~ Base URCC oT SUPP CONTR HRS
Code ator  Withheld

0 m ELK JANE 435-01-0041 10M10/1980 Payroll ... Yes Yes 2018 rly ACTIVE - A $500.00 $0.00 $0.00 $0.00

i, W LTEST STAN 435-01-0050 10M1( Payrall ... Yes ‘ ACTIVE - A $600.00 $0.00 $0.00 $0.00

Double click inside the field that needs to be corrected. Click Apply to apply changes.
LTEST, Stan is a Per Diem member, not Salaried, and this correction has been made.
The Yellow indicaftor stills show because the conftributions are incorrect.

Also in the Actions section is a Comment box. You may enter a comment to explain why
the adjustment was necessary.

O When your adjustment corrections are complete, Click Save in the top left of the screen.
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Tools Posting Date Activity Date Trans # Trans Type Trans Identifier Trans Status Report Status Due Date Emp Share Bal... B
Actions  02/17/2018 0211712018 1999322 WH Adj. Adj ELK, JANE Open Initial $317.40
Details 13 02/02/2018 1993212 WH Adij. Test Open Released $952.20
Edit 18 01/01/2018 1998211 WH Report Billing Rpt 2018-01 Open Released 03/02/2018 $8,252 40

Submit

Delete

O Clicking Save returns you to the Account tab. Your new adjustment displays as the most recent
transaction.

O Similar fo the work history report, you may click Details or Edit fo view the adjustment details or
make changes.

O The Report Status displays as Initial. Click the Actions button for the Submit option to approve this
adjustment.



O You will receive a Success message

l y. Success

The selected work report was submitted successfully.

Trans Status

1999322 WH Adj, Adj ELK, JANE

1996212 WH Ad.

when your adjustment is submitted
successfully. The message may be
misleading because it states “work
report”. This transaction is still coded
as “WH Ad]"” or work history
adjustment.

Click the OK button to move onto
your next transaction.

The Report Status has changed to
Pending and will updated to
Released when the system runs the
release batch next.
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When prompted, please dial in to hear the presentation.

Please mute your phone to be sure that others cannot hear you during the presentation.
A 5 minute intermission will be provided about 1 hour into the session.
Questions may be asked using the Q & A feature and will be answered by ESC staff.

After training sessions are completed we will post information to the PSERS website:
O FAQ Resource using the questions you've asked.
O A clean recording of this webinar presentation.

O A PowerPoint resource that may address some of your questions as you learn to use ESS after go-live

Our go-live date is set for the last week of March 2018. More information will be provided as
we get closer to that date.

Thank you for afttending this fraining! We will begin shortly.



Correspondence, Letters, Reports, Statement of Amount Due (SOAD), and the Employer
Statement of Account can all be found here.




All employers are part of Paperless Delivery, meaning that PSERS documents will be
electronically sent via email rather than coming to your office on paper. Contact Roles
must be kept up to date so documents can be electronically delivered. We will discuss
contact updates in more detail soon.

When a new document is available, the contact person who is designated to receive that
type of document will receive an email to alert them that there is a new document
waiting for them.

Older documents will be converted intfo the new system, but they may not be available to
review as an Excel file.

Documents like the Statement of Account Due (SOAD) can be printed and mailed to
PSERS with your lump POS payment check.



Documentis Tab

%, PUBLIC SCHOOL EMPLOYEES' o oo roer cvocecs
el RETIREMENT SYSTEM

Home Profile Account Roster Documents Contacts Admin

Documents

Received Date Scan Date Date Type Recipient Description Status
Actions ] Bre C 01/11/2018 01/11/2018 Doc-Out SMART STAR. . Printed
Actions = » ] 12/07/2017 12/07/2017 Doc-Out SMART STAR Printed
Actions = » 12/07/2017 12/07/2017 Doc-Out SMART STAR. . Printed

Actions [ 11/01/2017 11/01/2017 Doc-Out SMART STAR Printed

Your Documents Tab is where PSERS letters, informational correspondence, Statements of

Account Due (SOAD:s), the Employer Statement of Account, and some Reports can be
found.



O The Actions button at the

beginning of each row will
show available options
when viewing the Name
document. For most
documents, Details will be
the only action available.
This allows you to view the
correspondence that was
sent to you electronically.

Actions

Detalls

Received Date
011172018

AR D
12/07/2017

Scan Date




Details Action

Click the Details button.

This opens the Breakdown of
Service documents that was
sent from PSERS to you. The
document should look just as
it does in the paper version.

You can Print the document
using the Print button in the
top left corner.

Doc-Out

Print

COMMONWEALTH OF PENNSYLVANIA
PUELIC SCHOOL EMPLOYEES' RETIREMENT SYS

SERS Toll-free: 1. 7737748 (1.888.
5th Street
sburg PA 17101-1905 WWW DS

January 11, 2018

SMART START CYBER CS
123 STRAWBERRY SQAURE
HARRISBURG, PA 17101

Dear Sir or Madam:

The Public School Employees' Retirement System (PSERS) records show that you requested a
breakdown of service for the following member(s):

Member Name Enroliment Date Total Credited Service Credits
Service As Of

The attached report is a detailed breakdown of each member’s service credits. Any partial years of credit
and/or adjustments that have been made to each member's account are listed separately.

If you have any questions, please contact the Employer Service Center by calling toll-free
1.866.353.1844. Harrisburg local callers, please use 717.787.1755. For your convenience, the Employer
Service Center is staffed each business day from 7:30 a.m. to 4:00 p.m.

Sincerely,

Putlce Setiool 5m,éfaqced' Zetinement Scydfem




Date Recipient Description Status

P e Similar to the other tabs, the identifiers in the
UMRYE |3} SortAscending - RTSTAR.. e header row of the Documents tab have the
ability to be sorted according to your
preference.

12/07/2017 |4} Sort Descending  RT STAR.. Printed

12/07/2017 { Columns b RT STAR. . Printed

11/01/2017 Filters b Before s ¢ January2018~

After AT W TRS'S To do this, hover above the right side of the
identifier. This populates a pull down menu

12 3 4 5 6 that displays your viewing or sorting options.

g 9 10 11 12 13
T8l 17 18 19 20 For example, the Date column can be

29 93 24 95 96 97 sorted from most or least recently received
29 30 31 documents. The filter can be set further to
find items before, after, or on a particular
date.

On 3




* Received Date
;| Sort Ascending

£| Sort Descending

Columns

Scan Date

O The Name column can be
sorted alphabetically. Or, a filter
option can be used to locate @
particular type of document by
entering text in the filter box.

O The word “New” entered in the
filter text box would bring up on
documents that displayed
“New" In their title.



Newly formatted, your Employer SOA information can now be found in two documents.




Home Profile Account Roster Documents

Received Date Scan Date Date Recipient Description  Status

Actions Employer Statement of Accounts  02/01/2018 02/01/2018 SMOKEY PIN. .. Printed

Actions v| Employer SOA Detail Report 02/01/2018 02/01/2018 SMOKEY PIM. .. Printed

Nk TR0y [ ReCONd - [LELs] G Uy = VILIRE Y i

Actions Employer Contract Record - Fal_..  12/07/2017 12/07/2017 SMOKEY PIN. .. Printed

O Your Employer Statement of Account is available on the 15t of every month. This statement has
been reformatted and broken down into two different documents.

O Employer Statement of Accounts is a Summary of beginning and end of month balances.

O Employer SOA Detail Report will provide the details on the transactions that occurred since
your last statement.




Employer Statement of Accounts

Commaonawealth of Pennsylvania — Public School Employees” Retiremnent System

5 M Sth Strect

Harrisburg PA 17101-1905

Toll-fres: 7137748
Eve 3860

te.pa.us

SMOKEY PINES 5D
111 FIREFIT LM
BEVERLY HILLS, CA 90210

Employer Code: 3404
Monthly Activity

TRANE 2 TRANS TYPE

df201E

WH Report

q Ending

013172018 Balance

A 3 remind
quarterly a
days from the

Iail Center

Employer Statement of Accounts
January 2018 Statement

Billing Statement

Period: 0101722015 fo 0173172018 Current Date: 027017

PAYMENT
TYPE TRAM S IDENTIFIER

ﬁ Eeginning
Balance

TRANZACTION
AMOUNT

MEMEER
CONTRIBUTION § MEMEBER PO3

EMPLOYER EMPLOYER
CONTRIBUTIONS POS

2,241.70
0.0

0.00 4,559.80

e Retirernent Subsidy reimbursement is paid by th
neration date.

If payments are not remitted by the established dus dates, delinguent amounts may be deducted from your Retirement Reimbursenmnent Subsidy and'or youwr Basic Education Subsidy.

This one page
document
provides the
beginning and
ending balances
for the specified
time period.



Employer SOA Detail Report

Employer Code; S

TRANE £

PAYMENT

TRANS TYPE TYPE

DETAILED Billing Statement

Period: 01/01/20153 to 017312018

TRANS IDENTIFIER

LSPPLIED TO

TRAWSACTION

AMOUNT

Cumrent Date: 020172015

MEMEBER
CONTRIEUTHON 2

MEMBER
POE

EMPLOYER
COMTRIBUTIONS

EMFPLOYER
POE

072206
08082017
OeoE2017

122017
TWOE2017
111482017

11142017
1282017

01312018

17arg1s
1738413
18846335

SCP Employer
Contribution

WH Report
WH Repart
SCP Employer
Contribution
WH Repaort
WH Repaort

WH Adj.

WH Report

Endimg
Balance

Lumip POS: S5
il 7710 POS
SaR0E1

Billing Rpt 2017-07
Billing Rpt 2017-08

Lurnp POS: S5M
daliinis 7554 POS
581428

Billing Rpt 2017-08
Billing Rpt 2017-10

Z COOPER
SERVICE ADJ
10317

Billing Rpt 2017-11

.03
404, 551.82
423.745.18

52523
24 27750
258, 08658

2 924,468.39

.00
B3 TI258
93.023.88

0.00
183.818.18
180.810.88

551,698.84

402 62052
400, 523.57

2,370,650.33




@)

The Detail Report will display the Posting Date of the Transaction, the Trans #, the Type of
Transaction, and the Transaction ldentifier.

Each row breaks out Member Contributions, Employer Contributions, and POS money from
left to right within the same transaction row.

For payments made, all transaction numbers where money was applied will be listed.

NEW: Due dates are not listed on the Detail Report. Due dates should be mentally
calculated based on the posting date of the transaction. Employers will still make
payments for employer contributions quarterly. Payments for due for Employer Purchase of
Service payments no later than 90 days after the generation of the Statement of Account.



POET PAYMENT TRANSACTION MEMEER MEMEER EMPLOYER EMPLOYER
DATE TRAHE £ TRANZ TYPE TYPE TRAHE IDENTIFIER APPLIED TO AMOUNT CONTRIEUTIOHN 2 PO CONTRIEUTHOHN 2 POg

As of this siatement date, the following monthly work reporis are considered delinguent and should b2 subrmitted inmediataly:
QCTOBER 2017
NCVWEMEER 2017

DECEMBER 217

As a reminder, payments for member contributions are due no later than 10 days afier the close of the month for which deductons were withheld. Payments for employer confnbubions are dus
quarterly and no Iater than 5 business days after the Retiremeant Subsidy reimbursement is paid by the Commomasalth. Paymenis are dus for Employer Purchass of Sanvice no later than 80
days from the Siatement of Amount Due generation date.

f paymenis are not remitied by the established dus dates, delinguent amounts may b= deducied from your Retirement Reimbursement Subsidy and/or youwr Basic Education Subsidy.

O Delinquent work reports as of the statement generation date will be listed at the end of your SOA.

O Reminders of when payments are due for member and employer conftributions, and purchase of

service payments are also listed here, as well as consequences for not submitting fimely payments
to PSERS.




Job Roles and email addresses should be kept up to date by employers in the contact section.




@)

The Name, Role, Phone #, Fax #, Email, Address, Start and Stop Dates are fields that should
be filled out for each staff person who is responsible for a particular role.

PSERS requests that someone always be assigned to the role of:
O Monthly Reports
O Business Manager
O Superintendent

Each role can only be assigned once although an individual can hold more than one role.

Email addresses must be kept current. An invalid email address will result in the inability to
transmit a document to your Documents Tab using the Paperless Delivery method.

All employers are automatically enrolled in Paperless Delivery.



O Similar to the other tabs, the Tools
button at the top left of your
contacts area will offer options to
Export, View, or initiate an Advanced
Sort of your contacts.

If you choose to sort or filter any 0 Role Phone(s)
specific columns, the Revert Settings Monthly Reports H: (717) 703-

option will bring your Contacts Tab
back to the default setting.

Contact roles have a start and stop €Y Reverl Settings Refunds H:(717) 703-
date. When updating roles, you must | # Advanced Sort Purchase of Service H: (717) 703-
end date the role for the current

holder before creating a new contact

for that role.

Employee Statement of .. H: (717) 703-




| | ,vif\\ | & y r!"(—ﬁ |"f‘"‘
DA OIRNAY L

Home Profile

O Click the Add a new Contact button in
the top left.




A Al ,ﬂ l“"\/‘;\'ﬂ',rrl NN'ESN USRS
Add Dertrdlls dscreen

Add Details

Please search to ensure that this contact doesn't already exist in V3's world.

All hd Search

O The Add Details screen will appear Possible Matches
when you click the Add a new
Contact button.

Step 1is New Contact Search. The

system is searching for possible
matches for existing contact
information.




Add Details

O Enter el contact’s n.ome in FPlease search to ensure that this contact doesn't already exist in V3's world.
the search box and click Next aft
the bottom rlghT - ¥ pink, john Search

Possible Matches




Contact search

Because John Pink is already a user in
the system, his name was found as a
match in the system.

Select the all caps match that was
found by the system and click Next.

If the name of the person searched
was not found, select Add Individual.

Add Details

1 New Contact Search g Enter Details e Confirm

Please search to ensure that this contact doesn't already exist in V3's world.

All v | | pink, john Search

Possible Matches
Tools Name Alt Key Caode

PINK, JOHN 9116293

Add Individual




Step 2: Enter Details

o New Contact Search

Prefix:
The contact’'s name and PSERS ID is First Name:
pOpU|OTed by ESS. Middle Name:

Last Name:

The contact’s Role, start date, phone Suffin:
number, email address and
Correspondence address should also be bl
completed. Evening Phone:
Other Phone:
The field titled “Member-provided email”
is misleading. The contact person’s
school email address should be filled in
this field. This is necessary to receive
electronic documents and other PSERS

communication.

Member-Provided Email:

Correspondence:

2  Enter Details 9 Confirm

W

Start Date:

| Stop Date:

v | PSERS ID:

Ext:

Ext:

Ext:




Selecting a Role

The Role is a mandato ry field. Each €  New contact Search © confim

role may only be assigned once,
although more than one role can be

assigned to a person. Prefix | [v]
First Name: Monthly Reports
The pU” down menu should be used Widdle Name: Start Date: Employee Statement of Account
to view roles. ) ) i Employer Statement of Account
ast Name: ‘ Stop Date: Member Demographics/Contracts
Th ere s h ou | d a |WC|YS b € a curren T Suffix: v PSERSID: Employer Newsletter
person ass [ agne d to the roles of Purchase of Service Recelvables
Monthly Reports, Business Manager, Day Phone: (717) 234-7890 Ext: Purchase of Service

" Refunds

" Retirements

and Superintendents. Evening Phone: Ext:

Other Phone: Ext: - Member Newsletter

If the role you selected is already
held by another person, you will

H 1 Fax:
rece!v.e an err(?r meSSOge Telllng YOU o - Information Technology
that it Is unavailable. Healthcare

Member-Provided Email:  jpink@yourschool.com Business Manager

: Superintendents




The Start date should be entered as the
date the contact fook over the role you are
assigning.

The Correspondence Address should be the
address your school receives mail. This may
not be the same address as the physical
location of your business office.

Entering the zip code will populate the city
and state. The effective date will
automatically use the current date but is
editable.

Click the OK button when address is
completed.

First Name:
Middle Name:
Last Name:

Suffix:

Day Phone:

Evening Phone:
Other Phone:
Member-Provided Em

Fax:

Correspondence:

JOHN

Chmat Mimbm

New Correspondence Address

OK Cancel = Copyw

Country: |UN[TED STATES OF AM|V

Zip:

Street:
Apt./Suite#:
Care Of:
City:

State:
County:

Effective Date: 02/02/2018




Add Details

Prefix:

First Name:
Middle Name:
Last Name:

Suffix: PSERS ID:

Day Phone:

Member-Provided Email:

Correspondence:;




Only persons with an Administrator account will see this tab.




Admin Tab

Profile Account Roster Documents Contacts

Actions

Billing Location:| All Add User

Search:

User Name Full Name Status Created On Registered Email PSERS ID

O The Admin tab displays persons who have ESS access either with an Admin account or
a User account.

O Your school name will populate in the Billing Location field.

O You can search for a particular person or a specific status (All, Active, Inactive, Locked)




O Persons with Admin accounts will have
their username and passwords converted
to the new ESS Browser system.

O You must know your password; this
information will be requested the first time
you sign into ESS.

O After your username and password are
entered, the system will prompt you to
change your password.

O

O

After your school’'s admin has successfully
reqistered, they can start creating User
Accounts.

PSERS encourages the Admin(s) at your
school to register as soon as possible after
ESS goes live so your school can begin
reporting and learning the new system.
This will be the last week of March 2018.



New employees who require an ESS Administrator account should submit a PSERS
Employer Security Administrator Authorization (PSRS-1270) form.

Please be sure to check the box indicating “Create Employer Security Administrator” and
sign the form when requesting access.

If someone with an Admin account leaves your school and will not need access any
longer, please submit the same form and check the box to indicate “Delete Employer
Security Administrator”.

This form is available on your ESS Dashboard under the Forms section, is located on the
public website under the Employer tab, or can be requested from your ESC
representative.

When completed, please fax form to the number listed on the form so it can be processed
quickly.



Contacts

Actions O Click the Add User button at the top right
of your screen.




Step 1 of the Add User process
is to search the system for the
new user's name.

Both First Naome and Last Name
are mandatory fields.

When the name is entered click
the Go button, or click Next at
the bottom right of the page.

Add User

Please enter the new user's name

First Name:

Last Name:

.
-
a0

Confirmation Info




O If any matches are found they
Please enter the new user's name W||| pOpUl(]'I'e on The screen.

O This new user's name was not
First Name: found. Click the New button at
Last Name: the bottom of the page to
move to step 2.

=
=
20

Please select the new user from the list below. If the new user does not exist in the list below, click New.
Tools Name 58N Address




Add User
The user's name and user
ID name will populate
inside the boxes for step 2.

Confirmation Info

Flease ensure that the below information is complete and accurate.

An email address must also
be entered.

First Name: John

Please also enter a Day
Phone; the PSERS ID will be
assigned by the system.

Click Next at the bottom of

the screen to move 1o step
3 Day Phone:

User:

|
Last Name: Pink |
|
|

E Mail:

If the fields below do not contain a value, please enter a Day Phone number to continue.

PSERS ID:




O The User's Account Access

will default to the first option:

Employer including all
Reporting Units.

O The Employer User box is
automatically checked but

ESS Home Page will also
need to be selected for the
user to be able to navigate
ESS.

A NN 1 PR ~ N
y: Which one??

!
®

User's Account Access (contact PSERS to change):
® Employer including all Reporting Units
Specific Reporting Units under the Employer

3404-SMOKEY PINES SD (Employer)
3404 SMOKEY PINES SD

Flease select "Employer User" and "ESS Home Page" below (contact PSERS for other security profiles):
Employer User

ESS Read Only - ESS_READ_ONLY
ESS Home Page




Search 2 Account Info 3 Access Info Confirmation Info

User's Account Access (contact PSERS to change):
®* Employer including all Reporting Units
Specific Reporting Units under the Employer

3404-SMOKEY PINES SD (Employer)
3404 SMOKEY PINES SD

Please select "Employer User” and "ESS Home Page” below (contact PSERS for other security profiles):
Employer User

ESS Read Only - ESS_READ_ONLY
ESS Home Page

o Error

Please select both "Employer User" and "ESS Home Page" in the security profile section, and no other security profiles. If another security profile is needed, contact PSERS.

OK

O If you do not select the ESS Home Page access, you will receive an error that states that both
“Employer User” and “ESS Home Page” both need to be selected to complete the security profile.




Correct security selected

Add User

o Search 9 Account Info e Confirmation Info
When these boxes

User's Account Access (contact PSERS to change): are successful |y

'® Employer including all Reporting Units check marked, click

') Specific Reporting Units under the Employer the Next button at
3404-SMOKEY PINES SD (Employer) the bottom fight of
3404 SMOKEY PINES SD fhe screen to move

to Confirmation Info.

Please select "Employer User” and "ESS Home Page” below (contact PSERS for other security profiles):
4 Employer User

ESS Read Only - ESS_READ ONLY

ESS Home Page




Step 4: Confirmation Info

Add User

o Search 9 Account Info 9 Access Info 4  Confirmation Info

Flease confirm the details below.

Review data entered First Name: Jonr

carefully before
clicking Qonflrm at the User: JPink
bOTfom rlghT' E Mail: Ipink@yourschool.com

Last Name: Pink

Your new user should
have both Employer
User and ESS Home
Page as part of their
Security Profile.

Date of Birth:
PSERS ID:
Day Phone: (35 Ext:

Evening Phone: Ext:
Other Phone: Ext:

Account Access: Access to Employer including all accounts

Security Profile: Employer User
ESS Home Page



lr) Success

An email was sent to the user to complete the registration process.
User Name Full Name Status OK FSERS ID

JPINK PINK, JOHN Active UiL9 2018 N JpInkigeyourschool.com 9116293

O A confirmation message will appear on your screen.

O The User will receive a registration email that will contain a link for that person to
create a password for the system.



Tools User Name Full Name Created On Registered Email PSERSID

Actions  JPINK PINK, JOHN ctive 01/29/2018 No jpink@yourschool.com 9116293

O The Administrator creating the User account should provide the PSERS ID number to the User. This
will be used in the registration process after the User receives the registration email.

O The PSERS ID is displayed on the far right and is a system generated number.

O Once registered, the User will be able to being using ESS for reporting. Completing the
reqistration process will change the Registered status to “Yes” in the system.

O Users will also be required to change their passwords every 120 days.



ools User Mame

Actions JPINK

Update User Access

Change User Details

Full Name

PINK, JOHN

Clicking the Actions button for a User
allows you to Update User Access, View
Login History (after registration is
complete), and Change User Details.



Change User Details will be the most
commonly used action.

Selecting this option opens the
Demographics page.

Click the Apply button, then Save, after
changes have been made to the User's
Demographic Information.

Similar to contacts, A role needs to be
assigned to the user as well as start and stop
daftes.

A user who is no longer worked for your
school or needs access to ESS should enter
a stop date to deactivate their account.



The Employer Service Center (ESC) has six representatives to serve PSERS reporting units across
the Commonwealth of Pennsylvania.




ESC
Representatives

ESC REPRESENTATIVE REGIONS

AANWNR N REGION 1 AND INTERMEDIATE UNITS
Toll-free Phone:

1.866.353.1844

Region 1: Glenda Lopez-Rodriguez
Region 2: Crystal Houser

Region 3: Jonathan Malnick
Region 4. Carolina Baez

Region 5: Mike Chappuis

Region é6: Julius Davin (March 2018)

’_¢REGION 6

REGION 4] EGION 2REGION 1




